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Manual Exhibit 5-12-AA

MANAGEMENT SERVICES

CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

CERTIFICATION FOR THE; ACQUISITION OF
REPLACEMENT EQUIPMENT.

Requi sition No.:

a. The requirenent is absolutely essential.
b. The item meets exi sting use standards.

c. Validation in accordance with DHHS Materiel Managenent
Manual  103. 25. 150. 3.

1) Basis O0f need.
2) Utilization consideration.

3) O her considerations.

d. There are ho other items available within the Agency to meet

the requirenent, either from equipnent pools/sharing or
unrequired and excess sources.

€. It is the [east expensive itemwhich will satisfy the
requirement. proval s reguestmg_ other than |owest prices
available nust Dbe supported by a justification signed by the

Executive O ficer, Indian Health Service.
f. A rehabilitated item will be accepted if available.

G The appropriate GSA Regional Ofice Surplus Property Program

does not have a suitable item to meet t he need.

INDIAN HEALTH MANUAL



Manual . Exhibit 5-12-AA .

MANAGENVENT — SERVICES

PERSONAL  PROPERTY " KANAGEMENT

The requisition will also reflect the followng information
concerning the item being replaced regardless of whether it
IS being utilized as a trade-in.

1; Descri ption

2) Mnufacturer

2)1 ISeéIiaI NrLTJJ‘r)rber
ndex Number

5; Control Nunber

6) Tag Nunber
9 Location
Acqui sition Year

9) Acquisition Value
10) © Repl acenent Cost
11) Cost of Repairs
12) Repl acenent Year

Area Property WNaMagement O ficer

DATE

| NDI AN HEALTH MANUAL



Manual Exhibit 5-12-BB

MANAGEMENT _SERVI CES

CHAPTER
PERSONAL  PROPERTY

1
MANAGEMENT

(1)

GOVERNMENT PROPERTY APPROVAL LEVELS

DESCRI PTI ON CATEGORY

Scientific, technical

engi neering, and nedical which

i ncl udes dental.

Adm nistrative (calculators

typemwiters, transcribers, and
0

I ce recorders)

Adm nistrative
(copyi ng/ reproduci ng
equi prent)

Tel ecommuni cations, radio,
facsimle equipnent

Automated data égocessing
equi pnent  (See.

C, ADP Del egations of

Aut hority)

Furniture and Furnishings

Avai ation and Mdtor Vehicles

APPLI CABILITY APPROVAL LEVEL

hibit 5-12.-

Al Areas Area
Property
Managenent
Oficer

Al Areas Area
Property
Managenent
Oficer

Public
Heal t h
Service

Ofice of

| nformation
Resour ces
Managenent ,
| HS
Headquarter

Ofice of

| nformation
Resour ce
Managenent ,
| HS
Headquart er

Al Areas Area
Property
Managenent
Oficer

Al Areas Chi ef ,
Property
Management
Branch, |HS
Headquarter

Al Areas

Al Areas

Al Areas

| NDI AX HEALTH MANL' AL



Manual Exhibit 5-12-CC

DEPARTMENT OF HEALTH AND HUMAN SERWCES

PERSON&L PROPERTY - LOAN RECORD

JING AGENCY’S NAME. ORGANIZATION AND ADDRESS| CUSTODtAL ACC&U:~:ILE DATE
POINT CODE
BORROWER’S NAME AND AODRESS (In.sMtutfon, Organfzatton or Indiutdual) LOAN PERIOD

O SIX MONTHS

0O ONE YEAR

STOCK NUMBER 3ESCRIPTION (prop. no.. hftg. Ser. no, Modal no)
UNIT 2UANTM VA&E COND.
SIGNATURE OF CUSFODIAL OFFICER: DATE:
,SIGNATURE OF CUSTODIAL OFFICERS8 DATE:
SIGNATURE OF APPROVING OPERATING AGENCY HEAD: DATE:

| hereby certify that the necessary records have been established and appropriate annotations have been made on the inventory
records to maintain control of property by location.

Signature of Accountable Officer Date

The property is hereby loaned for officia use for the period commencing and ending
unless terminated at an earlier date. The borrower agrees w be responsible for any damage and/or repairs necessary as the result of
usage, prior to return of property. All transportation costs incident to delivery or return of property will be at the borrower’s
expense. Judtification for Soan must be attached to tnis record. The signature of the borrower indicates his acceptance of the
f ly under the terms cited above and those contained in HHS MM 0 103.2756.

Signature of Borrower Date

HHS FORM 567 (e/61)



Manual Exhibit 5-12-C~

OISTRIBUTION iNSTRUCTIONS

1. Prepare form in quadruplkate.

2. Forward al copies through the Administrative Officer to the Accountable Officer.
3. The second and third copies will be returned to the lender.

4. The fourth copy will be sent to the borrower.

5. On return of the prBperty, the lender shall indicate its return on the third copy and returned to the Accountable Of’ fk.




Manual Exhibit 5-12-DD

MANAGEMENT ~ SERVI CES

CHAPTER 12
PERSONAL PROPERTY NMANAGEMENT

STATEMENT OF ACCEPTANCE OF PERSONAL PROPERTY
OBTAINED FOR DEMONSTRATIONS, TRIAL, OR TEST PURPOSES

Manuf acturers Cat. No, Description (Mke, Mbdel, antit
and SeFr)iaI Nl(mber) U y

By the acceptance of personal property |isted above, for
demonstration, trial, or test purposes, the US. 'Governnent
assunmes no responsibility for property, and that acceptance of
the property for trial or test purposes does not constitute an
endorsenent “of the product by the U S Governnent.

Dat e:

Srgnature of Property Custodial™ O ficer

Dat e:

Sl ghnature of Manuaracture S Representatlve

Sl gnature or Property Managenment/Accountable UTIcer

['NDI AN HEAL TH IVANUAL



Manual Exhibit S-12-EE

MANAGENVENT _SERVICES
CIiAPTtIR 12
PERSONAL PROPERTY NMANAGEMENT

(* For use by Station/Tribal Contractor in submitting their additional re-
guirements to the Area for funding consideration. Appropriate blocks

are available for indicating the Area, Station/Tribal Contractor, FSC,
Description, Quantity, Unit Cost, Total and Brief Justification.)
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Manual Exhibit 5-12-FF

MANAGEMENT SERVICES

CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

IHSAND TRIBAL CONTRACTOR ADDITIONAL EQUIPMENT REQUIREMENTS
FY-
AREA:

PRIORITY CATEGORY VALUE

(* For use By' Areas in consolidating their requirements by Station|/ T ri b al
Contract qr'So Priority, Category (FSC-Group), Value and Total.)

TOTAL

ISDIAN HEALTH MANUAL



Manual Exhibit 5-12-GG

MANAGEMENT SERVICES

CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

IHS AND TRIBAL CONTRACTOR ADDITIONAL EQUIPMENT REQUIREMENTS

(ACQUISITION FROM EXCESS)
FY-

Area:

Category

Value

(* For use by Areas/Tribal Contractors in the acquisition of additlcd. a1

equipment from excess from Federal agencies by Category (FSC-Group)
and Value.)

MNAMAT

INDIAN HEALTH MANUAL



Exhibit 5-12-HH

| ndi an Health Service

Aut omat ed Data Processing System

for

Control and Accountability
O

Nonexpendabl e Personal Property



THE REVI SED EQUI PMENT PROCESSI NG HAS BEEN DESI GNED TO PROVI DE THE ACCOUNTABLE OFFI CERS AND
CUSTODI AL OFFI CERS W TH THE NECESSARY DATA TO MAINTAIN AN EFFECTI VE EQUI PMENT MANAGEMENT
AND ACCOUNTI NG PROGRAM .

LI STED BELON ARE SOME OF THE MAJOR CHANGES IN THE REVI SED EQUI PMENT PROGRAM

COVWPUTER CONTROL NUMBER  THE PURPCSE OF THE COVPUTER CONTROL NUMBER |'S TO PROVI DE THE MEANS
TO SPECIFTCALLY TDENITFY EACH UNIT RECORD UNDER AN | NDEX NUMBER AND SI MPLIFY CODING REQUI RE-
MENTS RELATED TO NONACCOUNTABLE CHANGES AND ACCOUNTABLE DI SPOSI TI ONS.

| NTERNALLY THE COMPUTER WLL ASSIGN A 4 DIG T CONTROL NUMBER BEG NNING W TH 0001 TO EACH

UNIT RECORD ON FILE UNDER AN | NDEX NUMBER FCR EACH ACCOUNTABLE AREA.  AS ADDI TIONAL (NEW
UNIT RECORDS ARE CREATED, REGARDLESS OF THE TYPE OF TRANSACTION, THE NEXT H GHEST NUMBER I N
SEQUENCE FOR EACH | NDEX NUMBER WLL BE | NTERNALLY ASSI GNED BY THE COVPUTER TO THE RECORD.

THE TRANSACTI ON REG STER WLL REFLECT THE COMPUTER CONTROL NUMBER FOR EACH TRANSACTI ON APPEAR-
THG THEREON, AND WLL ALSO BE REFLECTED ON THE R & L LISTING CVR AND THE ANNUAL EQUI PMENT
REPLACEMENT LI STING FOR EACH UNI T RECORD.

DELETE DATA - UNLT RECORD: DATA CONTAINED IN THE UNIT RECORD THAT- YOU W SH TO DROP AND NOT
REPLACE WTH OTHER DATA CAN BE ACCOWPLI SHED BY PUNCH NG aN"X" IN THE FIRST PCSI TION OF THE
APPROPRI ATE FI ELD. THE FOLLOAN NG DATA ELEMENT FI ELDS MAY BE BLANK, PURCHASE ORDER NUMBER,
REPLACEMENT COST, PRQIECT CODE, MANUFACTURER SERI AL NUMBER, FI SCAL YEAR OF REPLACEMENT AND
COST CENTER.

FISCAL YEAR OF REPLACEMENT: THE FI SCAL YEAR OF REPLACEMENT FOR ACQUI SITIONS WLL BE DETERM NED
BY THE COVPUTER, UNIT RECORD VOUCHER FI SCAL YEAR PLUS LI FE EXPECTANCY YEARS CONTAINED IN THE
MASTER RECORD EQUAL FI SCAL YEAR OF REPLACEMENT, UNLESS A"1" IS IN CARD COLUW 73 OF THE UNIT
RECORD, IN WH CH CASE THE COVPUTER W LL ACCEPT THE FI SCAL YEAR OF REPLACEMENT AS | NDI CATED.

MAI NTENANCE AND REPAIRS:  THE COST OF MAINTENANCE AND REPAIR AND THE NUMBER OF TI MES REPAI RED
CAN BE CUMULATED ON THE UNIT RECORD AS REQU RED BY MATERI EL MANAGEMENT MANUAL 103-27.5012 (b)(6)
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NONEXPENDABLE PROPERTY-ACTIVITY CODING RECORD
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DEPARTMENT CCDES

CODE DEPARTIVENT O0DE DEPARTIVENT OO DEPARTIVENT

1000 ADM NI STRATI ON 1065  HOUSEKEEPI NG 1130 OPERATING SUI TE

1005 ADM TTING OFFI CE 1070 | NTENSIVE CARE UNIT 1135  ORTHOPEDI C SERVI CE
1010 AUTOPSY 1075  LABCRATORY 1140 QUTPATI ENT DEPARTNENT
1015  CENTRAL SUPPLY 1080 LAUNDRY 1145 PATHOLOGY

1020 COWLNITY HEALTH 1085 LI BRARY , 1150  PEDIATRICS

1025  DENTAL | 1090 MAI NTENANCE 1155 PHARVACY

1030 DIETARY 1095  NEDI CAL RECORDS 1160  PHYSI CALTHERAPY
1035  EMERGENCY ROOM 1100 MEDI CAL SERVI CES 1165  PROPERTY AND SUPPLY
1040 ENT CLINIC 1105  MENTAL HEALTH 1170 PUBLIC HEALTH NURSI NG
1045  ENVI RONMENTAL HEALTH 1110 MORQUE 1175 RAD OLOGY

1050  EYE CLINIC - TRACHOWA 1115 NURSI NG SERVI CE 1180 SOOI AL SERVI CES

1055 FIELD HEALTH SERVI CES 112 (B-GN 1185  SPECIALTY CLINIC |

/
1060 HEALTH EDUCATI ON 1125 OCCUPATI ONAL  THERAPY 1190 SURA CAL SERVI CE ;



CONVERSI ON OF MASTER RECCRD

ACCOUNT 137.1

DATA CARD CC]P;FEJEI\/SI\II%\lT NORECF(’]&PI TTONS  DATA CARD CO.UN,}I\IESWI\FIQCECOPQPBI TIONS DATA
AREA CCDE 73-74 2 VALID CCDE -2 2 SAVE
ACOOUNT - CODE 13 1 NUMERIC 0 3 1 CVINGE TO NMERIC 1
TF%I\:I)SEACTI N - ADD 76 1 VALID CCDE 4-5 2 ESTABLI SH AS CQOCE | o
DESCRI PTION - CCDE 26- 28 3 VALI D CODE 6- 8 3 SAM |
LI FE  EXPECTANCY 18-19 2 VALI'D NUMBERS 9-10 2 SAVE

SEARS

FEDERAL CROP & 2-5 4 VALI'D NUMBERS 11-14 4 SAVE

CLASS
| NDEX NUVBER 20-25 6 VALID  NUVBERS 24-29 . 6 SAVE
SOURCE  CODE l 1 VALID CODE 3 0 l SAVE
Iél\O/EIIE\ITCRY FREQUENCY N-A N-A N-A 31 l ESTABLI SH AS NUMERI C
SUB- CBJECT  OCDE 16-17 2 VALI D CCDE 32-33 2 SAVE
DESCRI PTI ON 2942 44 CHARACTERS 34-11 4“4 SAMVE
UNIT OF |SSUE 14-15 2 ALPHA CHARACTERS N-A N-A N-A

CARD COE 80 1 NIMERI C 1 N-A N-A N-A



AREA  OCDE
ACCOUNT - CCDE

RANSACTI CN_ -

T
AC

| SI'TION
OCDES

PRESENT  RECORD

{CARD COLW
70-71

16

9-10

2
1

CONVERSI ON OF UNI'T RECCRD

ACCOUNT 137.1

DATA)

VALI'D CCDE

NUMERIC 0

CODE 20

Ok 21
Qe 22
OCE 23
OCDE 24
CODE 23
OCDE 26
OCDE 27

OCDE 29
CCDE 58

ALL OTHER

NEW RECORD
(CARD COLUWNSY[No. _Posi Ti ons) ( DATA)

1-2
3

4-5

2

1

2

SAVE

CHANGE TO
NUVBER C 1

CHANGE TO
OE 21

SAVE

SAVE

SAVE

SAME

SAME
SAME

SAVE

CHANGE TO
OODE 14

CHANGE TO
Ok 21

(REMARKS



(CARD COLUMNS) (NO. PCSI TI ONS) ( DATA)

CONVERSI ON OF UNIT RECCRD

ACCOUNT 137.1

NEW RECORD
(CARD COLUMNS) (NO_PQOSI TI ONS) ( DATA)

(REMARKS)

PROJECT CODE

MANUFACTURER
SERIAL NO.

FI SCAL YEAR
OF REPLACEMENT

COST CENTER
FI SCAL YEAR

ESTI MATE

COVWPUTER  CONTROL
NO

APPRCPRI ATI ON

PRESENT RECCRD

37-40 4

,90-60 11
23-24

34-36 3

74 1

N-A N-A

41-42 2

VALI D NUMBERS, 51-54
ZERCS OR BLANK

BLANK,
NUMBERS ‘ OR
" CHARACTERS

VALI D
NUMBERS OR
ZERCS

VALI D NUMBERS . 68-70
OR ZERCS OR BLANK

55-65

66-67.

NUMERIC 1 OR 73
BLANK

N-A 77-80
*BLANK OR N-A
VALI D

CHARACTERS,

4

1

N-A

SAVE - |F NUMBERS ALL
ZERCS LEAVE BLANK

ESTABLI SH
LEFT TO R GHT

VALI D NUMBERS
SAME, ZERCS -
LEAVE BLANK

SAME - |F NUMBERS ALL
ZERCS LEAVE BLANK

SAME

ASSI GN FOR EACH
UNI'T RECCRD
UNDER AN | NDEX
NUMBER A COMPUTER
CONTRCL NO

BEG NNING W TH
000l .



PRESENT RECORD
(CARD COLUMNS) (NO. POSITIONS) (DATA)

CONVERSI ON OF UNI'T RECORD

ACCOUNT 137.1

NEW OR ADDI TI ONAL
EQUI PVENT

REVERSAL
REPLACE WTH
H GHER COST | TEM

| N\VENTCRY
FREQUENCY CCDE

CARD CODE

12

73

75

79

80

1

BLANK OR N-A
NUMER C 1
BLANK OR N-A
NUMER C 1

BLANK OR N-A
NUMERI C 1

1, 3, or L " NA

NUMERI C 2 N-A
16-22

11-15

NEW RECORD
(CARD COLUMNS) (No. POSI TI ONS) ( DATA

N-A

N- A

N- A

N-A

N-A

N-A

N-A
M&R COST

NO Tl MES
REPAI RED

(REMARKS

DRCP

DRCP

CODE 40
TRANSACTI ON

CCDE 40
TRANSACTI ON



VOUCHER NO. -
FI SCAL YEAR

VOUCHER NO. -
MONTH

VOUCHER NO
SERIAL NO

PURCHASE CRDER
NO.

| NDEX NUMBER
QUANTI TY
ACQUI SI TI ON

VALUE

REPLACEMENT
CosT

CUSTCDI AL.
LOCATI ON

SUB- ACTIVITY

(CARD COLUMNS) (NO.  POSI TI ONS) ( DATA)

PRESENT RECORD

CONVERSI ON OF UNI T RECCRD
ACCOUNT 137.1

l-2

3-4

5-8

61-67

25-30

11-15

16- 22

43-49

31-33

68- 69

2

BLANK CR
NuMIERs

BLANK OR
NUMBERS

BLANK OR
NUMBERS

BLANK OR
NUMBERS

VALID
NUMBER

VALI D
NUMVBERS

VALID
NUMVBERS

VALI D NUMBERS
OR ZERGCS

VALI D NUMBERS
OR P-L

VALID
NUMBERS OR
ZERGCS

NEW RECORD
( CARD COLUMNS) (NO.___PCSI TI ONS) ( DATA)
6-7 2 S AME
8-9 2 SANE
10- 13 4 SANE
14-23 10 SAME
24-29 6 SAMVE
30-33 . 4 SANE- LAST
4 POSITI ONS
34-39 6 SANE- LAST
6 POSI TI ONS
40- 45 6 NUMBERS -
LAST 6
POSI TI ONS;
ZERCS -
LEAVE BLANK
46- 48 3 SAMVE
49-50 2 SAMVE

( REMARKS

ESTABLI SH LEFT TO
RI GHT

[F 1ST POSITION Nc
ZERO - RRJECT

IF 1ST PGSITION Nr
ZERO - REJECT

IF 1ST PGSI TION Nc
ZERO - REJECT



CODE
10
11

14

13

20
21
22

NONEXPENDABLE PROPERTY TRANSACTI ON  CODES
ACCOUNT 137.1

DEFI NI TION
ESTABLI SH - MASTER RECCRD ONLY

CHANGE - MASTER RECORD ONLY - CHANGE ANY
DATA IN A MASTER RECORD, EXCEPT AREA CODE,
ACCOUNT CCDE AND | NDEX NUMBER

NON ACCOUNTABLE CHANGE - UNIT RECCRD. CHANGE
ANY DATA ELEMENT ON A UNIT RECORD EXCEPT,

AREA CODE ACCOUHT CODE, |NDEX NUMBER, ~QUANTITY,
ACQUI SITION COST AND COVPUTER CONTRCL NUMBER.

NON ACCOUNTABLE CHANGE - UNI'T RECORD. USED TO

ESTABLISH A NEW UNN'T RECORD (SINGLE OR MULTIPLY)

VWHEN PRESENT UNIT RECORD I'S A MULTI PLE QUANTI TY
UNI'T RECORD AND YOU W SH TGO

(1) TRANSFER PART OF THE MULTIPLE QUANTITY TO
ANOTHER CUSTCDI AL LOCATION WTH N THE SAME
ACCOUNTABLE  AREA;

(2) TRANSFER PART OF THE MULTIPLE QUANTITY TO
ANOTHER PRQJIECT WTH N THE SAME CUSTCDI AL
LOCATION: OR

(3) CHANGE PART OF THE MULTIPLE QUANTITY IN
REGARDS TO REPLACEMENT COST, REPLACEMENT
YEAR, SUB-ACTIVITY, OR ADD SERI AL NUMBERS
TO PART OF THE MULTIPLE QUANTITY.

REVERSAL COF A DI SPOSAL

RECEI PT - PURCHASED WTH OTHER FUNDS

RECEI PT - PURCHASED W TH HOSPI TAL HEALTH FUNDS

TYPE REMARKS

VWHEN CODE 13 IS USED, THE COVPUTER W LL
DECREASE THE PRESENT MULTIPLE QUANTITY UNIT
RECORD AND ESTABLISH A NEW SINGLE OR MULTI PLE
QUANTI TY UNIF'T RECORD FOR THE NONACCOUNTABLE
CHANCE BEING MADE: THE COVPUTER WLL ASSI GN
A NEW COVPUTER CONTROL NO. TO THE NEWUNT
RECORD ESTABLI SHED.

DEBI T + ESTABLISH UNIT RECORD
DEBI T ESTABLISH UNF'T RECCRD
DEBI T ESTABLISH UN'T RECORD



23
24
25

26.

28

29

30

32

34

36

37

DEFI NATI ON
RECE| PT - PURCHASED WTH FIELD HEALTH FUNDS
RECEI PT - UNREQUIRED PRQPERTY WTHIN DHEW
RECEI PT - DONATI ON |
RECEI PT - EXCESS PROPERTY FROM OTHER FEDERAL
DEPARTMVENTS

| NVENTORY ADJUSTMENT DEBIT. TO RECCRD | TEMS
FOUND ON STATION

DEBI T ADJUSTMENT - QuANTITY AND/ OR VALUE.
USED TO | NCREASE THE QUANTITY ANDY OR VALUE o
AN EXI STING UNI T RECORD.

RECEI PT - PURCHASED WTH PL 86-121 FUNDS

REVERSAL OF A RECEIPT
DI SPCSAL - TRADE IN
DI SPCSAL - UNREQUI RED PROPERTY

DI SPOSAL - EXCESS PROPERTY

| NVENTORY ADJUSTMENT CREDIT. TO RECORD
| NVENTCORY SHORTAGES AND DI SPCSALS BY REPORT
OF SURVEY.

TYPE
DEBI T
DEBI T
DEBI T
DEBI T

DEBI T

DEBI T

DEBI T

CREDIT -

CREDI T

CREDI' T

CREDI T

CREDI T

RENARKS
ESTABLISH UNI T RECCRD .
ESTABLI SH UNI' T RECORD
ESTABLISH UNN'T RECCRD
ESTABLI SH UNI'T RECORD

ESTABLISH UNF'T RECCRD

TH'S_ WLL NOT ESTABLISH A UNI'T RECORD

ESTABLISH UNF'T RECCRD

DELETE UNIT RECORD |F QUANTITY AND VALUE ARE
ZERO BALANCE

DELETE UNIT RECORD |F QUANTITY AND VALUE ARE
ZERO BALANCE

DELETE UNIT RECORD |F QUANTITY AND VALUE ARE
ZERO BALANCE

DELETE UNIT RECORD |F QUANTITY AND VALUE ARE
ZERO BALANCE

DELETE UNI'T RECORD | F QUANTI TY AnD VALUE AREA
ZERO BALANCE



CODE
38

40

41

99

DEFINITION
DI SPCSAL - SURPLUS PROPERTY

RECORD MAI NTENANCE AND REPAIR COST AND NUMBER
OF TIMES REPAIRED

DECREASE MAI NTENANCE AND REPAIR COST AND
NUMBER OF TIMES REPAI RED

DELETE - MASTER RECORD

TYPE
CREDI T

. | NCREASE

DECREASB

REMARKS

DELETE UNIT RECORD | F QUANTITY AND VALUE AREA
ZERO BALANCE

CUMULATI VE TOTALS FCR THE NUMBER OF TI MES A\D
COST THAT AN | TEM HAS BEEN REPAI RED, NOTE:

M & R CANNOT BE RECORDED FOR MULTI PLE QUANTITY
UNIT RECORDS

DECREASE CUMULATI VE TOTALS FOR THE NUMBER OF
TIMES AND COST THAT AN | TEM HAS BEEN REPAI RED



CARD

COLUWN
1-2%
3*
4- 5%
6- 8*

9-10*

11-14*

24-29*

30*

31*

32- 33*

DATA
AREA CODE
ACCOUNT CODE
TRANSACTI ON  OODE
DESCRI PTI N CCDE

LI FE EXPECTANCY YEARS
FEDERAL GROUP & CLASS
| NDEX NUMBER

SQURCE CODE

| NVENTCRY  FREQUENCY
CCDE

SUB- OBJECT CCDE

NONEXPENDABLE PROPERTY MASTER RECORD - ACCOUNT 137.1

ESTABLI SH MASTER RECORD
CCDE 10

EDIT CHECK NO_ 1 EDIT CHECK NO_ 2 REMARKS

VALI D AREA CODE MATCH AREA BEI NG PROCESSED
NUMBER 1
CCDE 10.

VALI D NUMBERS, NOT
ALL ZERCS

VALI D NUMBERS
ALL ZERGCS

VALI D NUMBERS, NOT
ALL ZERCS

CALCULABLE MODULUS 11 CHECK FOR PRESENT RECORD | o.t.1. 14"
NUMBER

CONTAIN ONE OF THE
FOLLOWING CODES: 1-6, . . (. ‘ : coe
A"F. So J. K or L s "."" ’{ Feeve.nl €y, - e

NUMERIC 1 QR 3

PO PO T OO PR LYY [}

.

1ST PCSITION MUST BE
NUMBERS 1 -9. 2ND
POSI TI ON NUMBERS | -9
OR ALPHA A- 2.



CARD
COLUWN DATA EDT CHECK NO_ 1 EDIT CHECK NO._ 2

34-77* DESCRI PTI ON VALI D CHARACTERS, 1ST
PCSI TION MUST BE A - Z

REMARKS

*CONTROL FI ELDS



11-14
P 2m20

30

31

DATA
AREA CODE

ACCOUNT CODE

TRANSACTI ON - CHANGE
CODE

DESCRI PTI ON CODE

LI FE EXPECTANCY YEARS

FEDERAL CROUP hc Ot ASS

| NDEX NUMBER

SQURCE CCDE

| NVENTCRY  FREQUENCY
CCDE

NONEXPENDABLE PROPERTY MASTER RECCRD -

ACCOUNT 137.1

CHANGE MASTER RECCORD

EDT GHECK N0 1
VALI D AREA CODE

NUMERIC 1

VALID CODE - CCDE "11"
BLANK OR VALI D =SRS,
NOT ALL ZEROS

BLANK OR VALI D NUMBERS,
NOT ALL ZEROS

BLANK OR VALI D NUMBERS,
NOT ALL ZERCS

CALCULABLE MODULUS 11
NUMBER

BLANK OR ONE OF THE
FOLLON NG CODES: |-6,
AF, S J Kor L

BLANK OR NUMERIC 1 OR 3

EDIT CHECK NO_ 2

MATCH AREA BEI NG
PROCESSED

CHECK FOR MASTER

CHECK FOR MASTER RECORD

REMARKS

VALI D NUMBERS - UPDATE
MASTER RECCRDS

VALI D NUMBERS - UPDATE
MASTER RECORD

VALI D NUMBERS - UPDATE
MASTER RECCRD

VALI D CODE -
RECORD

UPDATE MASTER

VALI D CODE - UPDATE MASTER
RECORD



QOLUMN DATA
32-33  SUB-OBJECT CODE

34-77 DESCRI PTI ON

*CONTROL FI ELDS

EDT CHEK NO 1

BLANK OR DATA. | F DATE,
1ST PCSI TI ON MUST BE

NUMBERS |-9. 2ND
PCSI TION NUMBERS 1 - 9

RALPHA A - Z

BLANK , &R VALI D CHARACTERS

-| F CHARACTERS, 1ST
POSI TION MJUST BE A - Z

EDIT CHECK NO_ 2

REMARKS

VALI D CCDE - UPDATE MASTER

RECORD

VALI D CHARACTERS -
MASTERRECCRD

UPDATE



CARD
COLUWN DATA

1-2 * Area CooE

3 * ACCOUNT CCDE
4-5 * CHANGE CODE
6-7 VOUCHER NO - FI SCAL

YEAR
8-9 VOUCHER NO. - MONTH
10-13 VOUCHER NO. - SERIAL NO
14-23 PURCHASE ORDER NUMBER

24-29 * | NDEX NUMBER

30-33 * QUANTITY

NONEXPENDABLE PROPERTY TRANSACTI ON - ACCOUNT 137. |
NONACCOUNTABLE CHANGE - DECREASE PRESENT MULTIPLE UNI T RECORD, ESTABLISH NEW UNI T RECCRD

CODE 13
EDIT CHECK NO._1 EDIT CHECK NO._ 2
VALI D AREA OCDE MATCH AREA BEI NG
PROCESSED
NUVERI C CHECK FOR UNIT RECCRD

VALI D CHANGE CCDE 13
BLANK

BLANK

BLANK

BLANK

CALCULABLE MODULUS 11

NUVBERS
VALID NUMBERS 0001-9999

REMARKS
ESTABLI SH IN NEWUN T RECO

ESTABLI SH I N NEW UNI T RECO
ESTABLI SH IN NEWUNI' T RECO

USE PRESENT UNIT RECORD DA
N NEWUNI T RECORD

USE PRESENT UNIT RECORD DA
N NEWUNI' T RECORD

USE PRESENT UNIT RECORD DA
IN NEWUNI'T RECORD

USE PRESENT UNIT RECORD DA
IN NEWUNI'T RECORD

CHECK FOR UNI'T RECCRD USE PRESENT UNI T RECORD DAT

IN NEW UNI T RECORD

CHECK FOR ZERO CR CREDIT DECREASE PRESENT UNIT RECORD

BALANCE

QUANTI TY BY THE QUANTITY
AVOUNT N THE "13" TRANSAt
ESTABLI SH THE "13" TRANSAt
QUANTITY IN THE NEWUNI' T
RECCRD.



CARD
COlL UM

34-39 * ACQUI SITION VALUE

40- 45 * REPLACEMENT COST

46-48 * CUSTODI AL LOCATI ON
49-50 SUB- ACTIVITY

51-Y, PROJECT CODE

_EDIT CHECK NO._ 1

VALI D NUMBERS

VALI D NUMBERS, OR "X
1ST PCSITION. IF "X"
REPI ACEMENT YEAR MUST
ALSO BE "X"

VALI D NUIVBER? ORP-L

BLANK, VALI D NUMBERS CR
ZERCS

BLANK, VALID NUMBERS -
1ST PCSI TI ON MUST BE 09

EDIT CHECK NO_ 2

CHECK FOR ZERO OR
CREDIT BALANCE

REMARKS

DECREASE PRESENT UNIT RECORD
ACQUI SI TI ON VALUE BY THE
ACQUI SI TION VALUE IN THE "1
TRANSACTI ON,  ESTABLISH THE
"13"  TRANSACTION ACQUI SI TI ON
VALUE IN THE NEWUNI'T RECORD

DECREASE PRESENT UNI T RECORD
BY DIVIDING PRESENT UNIT
RECORD QUANTITY INTO THE
PRESENT REPLACEMENT COST T
ARRIVE AT UNIT REPLACEMENT
COST, MULTIPLY UN'T REPLAC
MENT COST TI MES QUANTITY
CONTAINED IN THE "13"
TRANSACTI ON AND DECREASE
PRESENT UNIT RECORD BY AMDUNT
ARRIVED AT. ESTABLISH THE
"13." TRANSACTI ON REPLACEMENT
COST IN THE NEW UNI'T RECORD
"X' EQUALS NO REPLACEMENT
COST IN NEW UNIT RECCRD.

ESTABLI SHN NEW UNI T RECCRD

VALID NUMBERS OR ZERCS
ESTABLI SH IN NEW UNI T RECCRD
BLANK USE PRESENT UNIT
RECORD DATA.

VALI D NUMBERS ESTABLISH IN
NEW UNI'T RECORD. BLANK USE
PRESENT UNIT RECORD DATA.



CARD

COLUW DATA
55- 65 MANUFACTURER SERI AL No.
66-67 FI SCALYEARCF
REPL MENT
68- 70 COST CENTER

73 FI SCALYEARESTI MATE

EDIT CHECK NO_ 1

BLANK OR VALID CHARACTERS

BLANK, VALID NUMBERS;
ZERCS, OR "X' 1ST
POSITION. IF "x"

REPLACEMENT COST MUST
ALSOBE "X

BLANK OR VALID NUVBERS

BLANK

77-80 * COWPUTER CONTROL NUMBER  VALID NUMBERS

*CONTRCL  FI ELDS

EDIT CHECK NO_ 2

CHECK FOR UN'T RECCRD

REMARKS
ESTABLI SH IN NEW UNI' T RECCRDS

VALI D NUMBERS, ZERCS QR "X"
ESTABLISH IN NEW UNI'T RECORDS
BLANK USE PRESENT UNIT
RECORD DATA. "X' EQUALS
NO REPLACEMENT YEAR

VALI D NUMBERS ESTABLISH IN
NEW UNI T RECCRD. BLANK USE
PRESENT UNIT RECORD DATA.

ASSI N NEXT COMPUTER CONTRCL
NUMBER | N SEQUENCE TO THI S
"13" TRANSACTION FOR THE
NEW UNIT RECORD.



CARD
COLUWN
1-2 *

3 *
4-5
67

a-9
10913
14-23
24-29 *

30-33
34-39

DATA
AREA CODE

ACCOUNT CODE
CHANGE CCDE

VOUCHER NO. -
YEAR

VOUCHER NO

FI SCAL

- MONTH

VOUCHERNQ.
NO.

- SERIAL

PURCHASE CRDER NO

| NDEX NUMBER

QUANTI TY
ACQUI SI TION VALUE

NONEXPENDABLE PROPERTY TRANSACTI ON - ACCONT 137.1
NONACCOUNTABLE CHANGE - PRESENT UNIT RECORD ONLY
CODE 14

EDI T CHECK NO._1 EDIT_CHECK N0.2

VALI D AREA CODE MATCH AREA BEING
PROCESSED
NUMERI C 1 CHECK FOR UN'T RECORD

VALID CHANGE CODE 14
BLANK QR VALID NUMBERS
BLANK OR VALID NUMBERS
01- 12

BLANK OR VALI D NUMBERS
. 0001 - 9999

BI ANK R VALI D CHARACTERS

CALCULABLE MODULUS 11 CHECK FOR UNIT RECORD

NUMBERS
BLANK
BLANK

REMARKS

UPDATE UNI T RECORD

VALI'D NUMBERS - UPDATE
UNI T RECORD .

VALID NUMBERS - UPDATE UNI'T
RECCRD -

VALID NUMBERS - UPDATE UNIT
RECORD

VALI D CHARACTERS 7 UPDATE
UNIT RECORD



NONEXPENDABLE PRCPERTY TRANSACTION -

ACCOUNT 137.1

DEBI T TRANSACTI ON - QUANTI TY AND/ OR VALUE UPDATE oF PRESENT UNIT RECCRD

CARD
QOLUW

1-2 * AREA CODE

DATA

3 * ACCOUNT CCDE
PROCESSI NG CODE

VOUCHER NO. - FI SCAL
YEAR

4-5 *
6-7 *

8-9 * VOUCHER NO. - MONTH

| 0-13 * VOUCHER NO - SERIAL NO

14-23 PURCHASE CRDER NQO
24-29 * | NDEX NUMBER

30-33 * QUANTITY

CODE 28

EDLT_CHECK NO._| EDLT_CHECK NO. 2

VALID AREA CODE MATCH AREA BEI NG
PROCESSED

NUVER C 1 CHECK FOR UNIT RECCRD

CODE 28

| F COVPLETE VOUCHER
NUVBER MATCHES PRESENT
UNI T RECORD, REJECT
| NPUT  TRANSACTI ON

NUMBERS EQUAL TO, OR
GREATER THAN THE
CURRENT CALENDAR YEAR

NUMBERS RANG NG FROM
01-12

NUMBERS RANG NG FROM
0001- 9999

BLANK OR VALID CHARACTERS

CALCULABLE MODULUS 11 CHECK FCR UNI'T RECORD

NUMBERS
ZERCS OR NUMBERS RANGING | F ZERGS, CHECK FCR
FROM 0C0L- 9999, ZERO VALUE. ZERO QTY

AND VALUE- REJECT.

| F NUMBERS CHECK FOR
M& R IN PRESENTUNI T
RECORD, | F DATA THERE,
REJECTTH S | NPUT'
TRANSACTI ON.

REMARKS

UPDATE UNI T RECORD
UPDATE UNI T RECCRD

UPDATE UNI T RECORD

UPDATE UNI T RECORD

UPDATE UNIT RECORD - | F
VALI D CHARACTERS .

ADD TO UN'T RECORD & MASTER
RECORD



CARD
COLUW

40- 45

46- 48

49-50

51-54

55- 65

66- 67

68- 70

73
77-80 *

DATA EDIT CHECK NO_ 1

BLANK, VALID NUMBERS,
R "X 1ST POSITION,
| F " X" REPLACEMENT
YEAR MUST ALSO HAVE "X

REPLACEMENT  COST

BLANK, VALID NUMBERS CR
P- L

BLANK, NUMBERS CR ZERCS

CUSTODI AL LOCATI ON

SUB-ACTIVITY

BLANK, VALID NUMBERS -
1ST PGSITION MUST BE
Q9, or "X

'BLANK, VALID CHARACTERS,
PUNCH LEFT, "X' 1ST
PCSI TION - REST FIELD
BLANK

PRQJECT CCDE

MANUFACTURER SERIAL NO

FI SCAL YEAR COF BLANK, VALID NUMBERS,

REPLACEMENT ZERCS, OR "X" | ST
PCSITION, IF "X
REPLACEMENT, COST MUST
ALSO HAVE "X"

COST CENTER BLANK, VALID NUMBERS CR "X
1ST PCSITION

FI SCAL YEAR ESTI MATE BLANK

COVPUTER CONTROL NUMBER VALI D NUMBERS

CONTROL FI ELDS

EDIT CHECK NO._ 2

CHECK FOR UNIT RECCRD

REMARKS

VALI D NUMBERS R " X"
UPDATE UNIT RECORD. X EQUAL
DELETE REPLACEMENT COST.

UPDATE UN'T RECCRD, IF
NOT BLANK

NUMBERS COR ZERGCS, UPDATE
UNI'T RECCRD

VALI D NUMBERS, OR "X',
UPDATE UNIT RECORD. X EQUAL
DELETE PRQIECT CODE

VALI D CHARACTERS, OR "X" .
1ST PCSITION, UPDATE UNIT
RECORD, X EQUALS DELETE
MANUFACTURER SERI AL NO

VALID NUMBERS, ZER(IS, OR "X' :
UPDATE UNIT RECORD. X EQUAL
DELETE REPLACEMENT YEAR

VALI D NUMBERS R "X";
UPDATE UNIT RECORD, X
EQUALS DELETE COST CENTER,



NONEXPENDABLE PROPERTY TRANSACTI ON - ACCOUNT 137.1
REVERSAL OF A DI SPCSAL - "DEBIT" - ESTABLISH UNIT RECCRD

: CODE 20
CARD
COLUMWN  DATA EDIT_CHECK NO_ 1 EDLT_CHECK NO_ 2 REMARKS
1-2 * AREA CODE VALI D AREA CODE MATCH AREA BEI NG
| PROCESSED
3 + ACCOUNT CODE NUVER C 1 CHECK FOR MASTER
RECORD .
4-5 * DI SPCSAL REVERSAL CODE  CODE 201
6-7 * VOUCHER NO * FISCAL VALI D NUMBERS ORI G NAL NUMBER
YEAR
8-9 * VOUCHER NO. - MONTH NBJ?BER%ZRANGI NG FROM ORI G NAL NUMBER
10-13 * VOUCHER NO. - SERIAL NO. NUMBERS RANG NG FROM ORI G NAL NUMVBER
0001 - 9999
14-23  PURCHASE ORDER NUMBER  BANK CR VALID CHARACTERS
24-29 * | NDEX NUMBER CALCULABLE MODULUS 11 CHECK FOR MASTER
NUVBERS RECORD
30-33 + QUANTITY VALI D NUMBERS ADD TO MASTER RECCRD
34-39 * ACQUISI TI ON VALUE VALI D NUMBERS ' ADD TO MASTER RECORD
40-45 fi REPLACEMENT COST VALI D NUVBERS CR "X" "X' EQUALS NO REPLACENENT
1ST POSITION. |F "X 00T

RELACENT YEAR MJST
ALSO BE "X"



CARD
COLUW  DATA

46-48 * CUSTODI AL LOCATI ON
49-50 * SUB-ACTIVITY
51-54 PROJECT CCDE

55-65 MANUFACTURER SERIAL NO.

66-67 * FISCAL YEAR OF ,
REPLACEMENT

68- 70 COST CENTER

73 FI SCAL YEAR ESTI MATE
77-80 COVPUTER CONTROL NO.

*CONTRCL  FI ELDS

EDIT CHECK NO_ 1

VALI D NUMBERS CR P-L
NUMBERS CR ZERGCS

Bl ANK VALI D NUMBERS,
1ST PCSITION MUST BE 0-9

BLANK OR VALID CHARACTERS
VALI D NUMBERS ZERCS

R "X* 1ST PCSITION.

| F " X" REPLACEMENT

COST MUST ALSO BE "X
BLANK OR VALID NUMBERS

BLANK

BLANK

EDIT CHECK NO_ 2 REMARKS

" X' EQUALS NO REPLACEMENT

ASSI GN NEXT COVPUTER CONTROL
NUMBER IN SEQUENCE FOR TH S
| NDEX NUMBER



NONEXPENDABLE PROPERTY TRANSACTI ON - ACCOUNT 137.1
REVERSAL OF A RECEIPT - "CREDIT"

CCDE 30
CARD
COLUW DATA EDIT CHECK NO_ 1 EDIT CHECK NO_ 2 REMARKS
1-2 * AREA CODE VALI D AREA CODE MATCH AREA BEING
PROCESSED
3 * ACCOUNT CCDE . NUMERI C 1 CHECK FOR UNF'T RECORD
4-S * RECEI PT REVERSAL COCDE CCDE 30
6-7 VOUCHER NO. - FI SCAL BLANK
YEAR
8-9 VOUCHER NO - MONTH BLANK
10-13 VOUCHER NO. - SERIAL NO. BLANK
14-23 PURCHASE CRDER NO BLANK
24-29 * | NDEX NUMBER CALCULABLE MODULUS 11 CHECK FOR UN'T RECORD
NUVBERS PLUS ACCOUNT CODE
30-33 + QUANTITY VALI D NUMBERS MATCH UNI T RECORD SUB FROM UNI T RECORD -
DELETE UNI T RECORD. SUB
FROM MASTER RECORD
34-39 * ACQUI SITION VALUE VALI D NUMBERS MATCH UNI T RECORD SUB FROM UNI'T RECORD -

DELETE UNI'T RECORD. SUB
FROM MASTER RECORD.

40- 45 REPLACEMENT  COST BLANK ,



NONEXPENDABLE PROPERTY TRANSACTI ON -

CARD

COLUW  DATA

1-2 * AREA CCDE

3 * ACCOUNT CODE
4-5 * PROCESSI NG CODE

6-7 * VOUCHER NO. - FI SCAL
YEAR

8-9 * VOUCHER NO. - MONTH

| 0-13 * VOUCHER NO. - SERIAL NO

14-23 PURCHASE ORDER NO
24-29 * | NDEX NUMBER

30-33 * QUANTITY

34-39 * ACQUI SITION VALUE

ACCOUNT 137.1

CREDIT TRANSACTI ONS
CCDES 32, 34, 36, 37, 38

EDIT CHECK NO._ 1
VALI D AREA CODE

NUMERI C 1

VALI D CODE

NUMBERS EQUAL TO OR
GREATER THAN, CURRENT
CALENDAR YEAR

NUMBERS RANG NG FROM
01-12

NUMBERS RANGI NG FROM
0001 - 9999

BLANK

CALCULABLE MODULUS 11
NUMBER

VALI D NUMBERS

VALI D NUMBERS

EDIT CHECK NO 2

REMARKS

MATCH AREA BEI NG
PROCESSED

CHECK FOR UN'T RECCRD

CHECK FOR UN'T RECCRD

CHECK FOR CREDI T BALANCE SUB FROM UNIT RECCRD. | F

AND ZERO QUANTITY WTH  ZERO QUANTITY AND VALUE,

VALUE DELETE UNNT RECORD. SUB
FROM MASTER RECORD.

CHECK FOR CREDI T BALANCE SUB FROM UNIT RECORD. | F

AND ZERO VALUE W TH ZERO QUANTI TY_AND VALUE
QUANTI TY DELETE UNIT RECORD. SUB

FROM MASTER RECORD.



CARD .
COLUMN DAl

40-45  REPLACEMENT COST

46-48 * CUSTCDI AL LOCATI ON
49-50 SUB-ACTIVITY
51-54 PRQJECT CODE

55- 65 MANUFACTURER SERIAL NO

66- 67 FI SCAL YEAR OF
REPLACEMENT

68- 70 COST CENTER

73 FI SCAL  YEAR
ESTI MATE

77-80 * COMPUTER CONTRCL NO.

*CONTROL  FI ELDS

EDIT CHECK NO_ 1

EDIT CHECK NO_ 2

BLANK

VALI D NUMBERS OR P-L CHECK FORf UNI'T RECORD
BLANK
BLANK
BLANK

BLANK

BLANK
BLANK

NUVBERS RANG NG FROM CHECK FOR UNI'T RECCRD

0QQL- 9999

REMARKS

CHECK QUANTITY ON HAND -

| F ZERO DELETE TOTAL
REPLACEMENT COST, | F NOT,
DIVIDE ORIG NAL QUANTITY ON
HAND | NTO REPLACEMENT COST
TO ARRIVE AT UNNT REPLACEMEN
COST.  MULTIPLY UNIT REPLACE
MENT COST TIMES QUANTITY IN
DI SPCSAL  TRANSACTI N AND
DECREASE REPLACEMENT COST
BY THAT AMOUNT,



CARD
QOLUW

1-2 *

DATA
AREA CCDE

3 * ACCOUNT CODE
4-5 * TRANSACTI ON CCDE

6-7

8-9
10- 13
14-23
24-29 *

30-33 *

VOUCHER NO. - FI SCAL

YEAR
VOUCHER NO. - MONTH

VOUCHER NO

PURCHASE CRDER NUMVBER
| NDEX NUMBER

QUANTI TY

34-39 * VALUE

40- 45

REPLACEMENT  COST

- SERFAL NO

NONEXPENDABLE PRCPERTY TRANSACTION - ACCOUNT 137.1

RECORD MAI NTENANCE & REPAIR COST (M & R)

CODE 40 -

EDIT CHECK NO_ 1
VALI D AREA- CODE

NUMER C 1
NUMERI C 40
BLANK

BLANK
BLANK

BLANK
CALCULABLE MODULUS 11

NUMBER
VALI D NUMBERS
VALI D NUMBERS

BLANK

| NCREASE

EDI T_CHECK NO. 2

MATCH AREA BEING
PROCESSED .

CHECK FOR UN'T RECCRD

CHECK FOR, UNIT RECORD

IF MULLTIPLY UNIT
RECORD, REJECT
TRANSACTI ON,

REMARKS

ADD TO UNIT RECORD, NUMBERS
OF TIMES REPAI RED

ADD TO UNN'T RECORD, COST OF
M& R



5

COLUMN

14-23
24-29 *

30-33 *

34-39 *

40- 45

NONEXPENDABLE PROPERTY TRANSACTI ON -

DATA
AREA CODE

ACCOUNT CCDE *

TRANSACTI ON CODE
VOUCHERNO, - FI SCAL
VOUCHER NO - MONTH
VOUCHER N0 - SERIAL NO
PURCHASE CRDER NO

| NDEX NUMBER

QUANTI TY

VALUE

REPLACEMENT  COST

ACCOUNT 137.1

DECREASE MAI NTENANCE & REPAIR COST

CODE 41 -

EDIT CHECK NO_ 1

VALI D AREA CCDE

NUMERI C 1
CODE 41
BLANK
BLANK
BLANK
BLANK

CALCULABLE MODULUS 11
NUMBER

VALID NUMBERS, 1 - 9999

VALID NUMBERS, 1 - 999,
999

BLANK

DECREASE

EDIT CHECK NO_ 2

MATCH AREA BEI NG
PROCESSED .

CHECK FOR UNTT RECORD

CHECK FCR UNI'T RECORD

DECREASE CANNOT BE
GREATER THAN PRESENT
UNI'T RECORD

DECREASE CANNOT BE
GREATER THAN PRESENT
UNIT RECORD

REMARKS

MNUS TO UNIT RECORD,
NUVBER OF | TEMS REPAI RED

MNUS TO UN'T RECORD, COST OF



UNLT RECORD EDI T TRANSACTI ON LI STING

1.

2.

FREQUENCY - MONTHLY
SIZE AND PART PAPER - 11 x 14-7/8 INGHES, | 3- PART

3. SEQUENCE - AREA AND | NDEX NUMBER
4, OVERFLON CONTRCL - CHANGE | N AREA

5.

6.

DI STRIBUTION - ORIG NAL A CCPY TO AREA
COPY TO DPSC

THS INPUT EDIT PERTAINS TO ALL UNIT RECORD TRANSACTI ONS RECEIVED FOR THE MONTHLY PROCESSI NG
ERRORS ARE | NDI CATED WTH AN * ASTERI SK ON THE RIGHT SIDE OF THE RESPECTI VE FI ELD, PLUS THE
WORD “ERROR’ TO THE EXTREME RIGHT. ALL UNIT RECORDS RECEI VED FOR THE MONTH WLL BE LI STED
ON THE REPCRT.



UNLT RECORD UPDATE TRANSACTI ON ERROR LI ST

5.

o

FREQUENCY - MONTHLY (IF REQUI RED)

SIZE AND PART PAPER - 11 X 14-7/8 INCHES, 3-PART
SEQUENCE - AREA AND | NDEX NUMBER

OVERFLOW CONTROL - CHANGE IN AREA
DI STRIBUTION - ORIGNAL AND CCPY TO AREA

COPYTODPSC

. THI'S REPORT WLL CONTAIN ANY UNIT RECORD | NPUT TRANSACTION THAT IS REJECTED WHEN:

(1)
(2)

NO UNIT RECORD MATCH - THERE IS NO UNI'T RECORD ON FILE THAT MATCHES THE | NPUT TRANSACTI ON

EQUALS ACREDTT QUANTITY ANDY OK VALUE - THE | NPUT TRANSACTI ON WLL CAUSE THE PRESENT
UNF'T RECORD ON FILE TO BECOVE IN A CREDIT CONDI TION EITHER IN QUANTI TY AND/ OR VALUE.

(3) NO_NASTER RECORD - THERE |'S NO MASTER RECORD ON FILE FOR THE UNI T RECORD | NPUT

(4)

(5)
(6)
(7)

TRANSACTI ON.

EQUALS ZERO QUANTITY WTH VALUE OR ZERO VALUE WTH QUANTITY - THE INPUT CREDIT

TRANSACTJON ONLY ZERO S QUT EI THER THE QUANTITY CR VALUE FIELD IN THE PRESENT UNI T
RECORD ON FILE.

EQUALS A ZERO BALANCE - THE | NPUT NONACCOUNTABLE TRANSACTI ON WLL CAUSE THE PRESENT

UN'T RECORD ON FILE TO HAVE A ZERO BALANCE IN QUANTITY AND/ OR VALUE QR BOTH.
M&R EQUALS A CREDIT CONDI TION - THE I NPUT TRANSACTI ON WOULD CAUSE THE M& R COST
AN TIMES REPATRED TO BE IN A CREDIT CONDI Tl ON.

M & R CANNOT BE FOR MULTIPLY QUANTITY UNIT RECORD - MAI NTENANCE AND REPAIR COST AND

NUVBER TIMES REPAIRED CANNOT BE RECORDED FOR MULTIPLY QUANTITY UNIT RECORDS.



MASTER RECORD EDI T TRANSACTI ON LI STI NG

1. FREQUENCY - MONTHLY

2. SIZE AND PART PAPER - 11 X 14-7/8 INCHES, 3-PART
3. SEQUENCE - AREA AND | NDEX NUMBER

i.  OVERFLOW - CHANGE I N AREA

5 DISTRIBUTION - ORIG NAL AND CCPY TO AREA
COPY TO DPSC

6. TH S INPUT EDIT PERTAINS TO ALL MASTER RECCRD TRANSACTI ONS RECEl VED FOR THE MONTHLY
PROCESSING ~ ERRORS ARE | NDI CATED WTH AN * ASTERI SK ON THE RIGHT SIDE OF THE RESPECTI VE
FIELD, PLUS THE WORD "ERROR' TO THE EXTREME RIGHT. ALL MASTER RECCRDS RECEI VED FOR THE
MONTH WLL BE LISTED ON TH S REPCRT.



MASTER RECORD UPDATE ERROR LI ST

1. FREQUENCY - MXNTHLY (IF REQU RED)
SIZE AND PART PAPER - 11 X 14-7/8 INCHES, 3-PART
SEQUENCE - AREA AND | NDEX NUMBER
OVERFLOW CONTROL - CHANCE IN AREA

N

o~ w

DI STRIBUTION - CRIG NAL AND COPY TO AREA
CCPY TO DPSC

6. TH'S REPORT WLL CONTAIN ANY MASTER RECCRD |NPUT TRANSACTION THAT IS REJECTED VHEN

(1) MASTERION FILE - THE INPUT TRANSACTION |'S TO ESTABLISH A MASTER RECORD AND ONE IS
ALREADY ON FILE.

(2) NO _MASTER ON FILE - THE | NPUT TRANSACTION | S TO DELETE OR CHANCE A MASTER RECORD AND
THERE 1S NONE ON FILE

(3) UNIT RECORD ON FILE - THE | NPUT TRANSACTI ON | S TO DELETE A MASTER RECORD AND THERE
ARE UN'T RECORD(S) ON FILE FOR THE MASTER RECCRD.



MASTER RECORD UPDATE ERROR LI ST

1. FREQUENCY - MONTHLY (IF REQU RED)

2.SIZE AND PART PAPER - 11 X 14-7/8 INCHES, 3-PART
3. SEQUENCE - AREA AND | NDEX NUMVBER

4. OVERFLON CONTROL - CHANCE | N AREA

5. DISTRIBUTION - ORIG NAL AND CCPY TO AREA
CCPY TO DPSC

6, TH'S REPORT WLL CONTAIN ANY MASTER RECCRD |NPUT TRANSACTION THAT IS REJECTED WHEN:

(1) MASTER ON FILE- THE INPUT TRANSACTION IS TO ESTABLISH A MASTER RECORD AND ONE IS
ALREADY ON FILE.

(2) NO MASTER ON FILE - THE | NPUT TRAHSACTION I'S TO DELETE CR CHANGE A MASTER RECORD AND
THERE IS NONE ON FI LE.

(3) UNLT RECORD ON FILE - THE INPUT TRANSACTION IS TO DELETE A MASTER RECORD AND THERE

ARE UN'T RECORD(S) ON FILE FCR THE MASTER RECCRD.




TRANSACTI ON REG STER

1. FREQUENCY - MONTHLY

2. SIZE AND PART PAPER - 11 X 14-7/8 INCHES 3- PART
3. SEQUENCE, AREA, | NDEX NUMBER AND PROCESSI NG CCDE
4. OVERFLOW CONTRCL - CHANCE IN AREA

5+ DISTRIBUTION - ORIG NAL AND CCPY TO AREA
CCPY TO DPSC

6. TH S REPCRT IS BASI CALLY THE SAME As THE PRI CR REPCRT WTH CERTAIN FI ELDS MOVED TO NEW
LOCATIONS, NO TE O\MY VALID TRANSACTIONS WLL APPEAR ON TH S REPCRT,



VOUCHER SUMVARY REPORT

1,

o

FREQUENCY - MONTHLY

SIZE AND PART PAPER - 11 X 14-7/8 INCHES, 3-PART
SEQUENCE - AREA AND VOUCHER NUMBER

OVERFLOW CONTROL - CHANGE IN AREA

DI STRI BUTI ON - ORI G NAL AND COPY TO AREA
COPY TO DPSC '

TH'S REPORT IS SAME AS PRI CR REPCRT.



CONSQOLI DATED MEMORANDUM RECEI PT (CMWR)

FREQUENCY - AS REQUESTED
2. SIZE AND PART PAPER - 11 X 14-7/8 INCHES, 4-PART

3. SEQUENCE - REPORT 1: AREA CUSTODI AL LOCATI ON, |NDEX NUMBER AND COMPUTER CONTROL NUMBER ,
REPCRT 2: AREA, CUSTODI AL LOCATI ON, ALPHABETI CAL (FIRST 20 PCSI TIONS OF DESCRI PTION)
AND COVPUTER CONTROL NUMBER.
REPORT 3. AREA, CUSTODI AL LOCATION, PRQJIECT NUMBER, | NDEX NUMBER AND COMPUTER

CONTROL  NUMBER.

4. OVERFUtJ CONTROL - _REPCRT 1: ARFA AD CUSTCDI AL LOCATI ON.
REPORT 2. AREA AND CUSTCDI AL LOCATI ON.
REPORT 3: AREA, CUSTCDI AL LOCATION AND PRQIECT NUMBER

[N

5. DISTRIBUTION - ORIG NAL AND TWO (2) COPIES TO AREA
COPY TO DPSC

6. THS REPORT WLL CONTAIN ALL DATA CONTAINED IN THE MASTER AND UNIT RECCRD. TH S REPORT
|'S AVAILABLE TN THREE (3) DI FFERENT SEQUENCES.

(1) REPORT 1: INDEX NUMBER SEQUENCE W THI N CUSTODI AL LOCATI ON.
(2) REPORT 2: ALPHABETICAL SEQUENCE WTHI N CUSTCDI AL LOCATI ON.
(3) REPCRT 3: |NDEX NUMBER SEQUENCE WTHI N PRQJECT. NUMBER FOR A CUSTCDI AL LOCATI ON.

THE CMR S MUST BE REQUESTED FROM DPSC BY MEMORANDUM  THE REQUEST MUST STATE WHI CH REPCRT(S)
ARE WNTED AND WHEN REPCRT 3 |'S REQUESTED, THE CUSTCDI AL LOCATI ON MUST BE | NCLUDED- ON THE

REQUEST.



RECONCI LI ATI ON_AND LOCATOR LI STING

1. FREQUENCY - JULY 16TH AND JANUARY 16TH
2.SI ZE AND PART PAPER - 11 X 14-7/8 INCHES, 3-PART
3. SEQUENCE - REPORT 1: AREA, |NDEX NUMBER CUSTCDI AL LOCATION AND COVPUTER CONTROL NUMBER

REPORT 2: AREA, ALPHABETI CAL (FIRST 20 POSI TIONS OF DESCRIPTIQV), CUSTCDI AL
LOCATI ON AND COMPUTER CONTROL NUMBER.

4. OVERFLON CONTROL - CHANGE IN AREA

5. DISTRIBUTION - ORIG NAL AND COPY TO AREA
CCPY TO DPSC

6. TH'S REPORT WLL BE PROVIDED IN BOTH | NDEX NUVBER AND ALPHABETI CAL SEQUENCES. THE DATES
OF TH'S REPORT HAVE BEEN CHANGED TO AGREE WTH FI SCAL YEAR ACCOUNTI NG



ANNUAL _EQUI PMENT REPLACEMENT LI STI NG

1. FREQUENCY- ANNUAL, MAY 16TH
2. SIZE AND PART PAPER - 11 X 14-7/83NCUES, 4- PART
3. SEQUENCE - AREA, CUSTODIAL LOCATION, INDEX NUVBER AND COMPUTER CONTROL NUMBER
4. OVERFLOW CONTROL - AREA AND CUSTCDI AL LOCATI ON
5. DISTRIBUTION - ORG@NAL TO CHEF, ADM N STRATIVE SERVICES BRANCH, HDQRS. IHS
TV (2) COPI ES TO AREA
CCPY TO DPSC .

6. TH'S LISTING M5 BEEN CONSCLI DATED INTO ONE (1) REPORT. SUWMARY TOTALS BY SUB- ACTIVITY
WLL BE PROVIDED FOR EACH CUSTODI AL LOCATION AND CONSOLI DATED TOTALS FOR THE AREA.



| NDEX
CARD PUNCHING OR VERI FYING | NSTRUCTI ONS

TLTLE CODE PAGES
ESTABLISH MASTER RECORD. . . . . . . . . . . . . . . . ... 10. L
CHANGE MASTER RECCRD. . . . . . ..« v v v v 11, 2
NONACCOUNTABLE CHANGE - PART OF MULTIPLY UNT RECORD . . . . . . . .. 13 , , . 3-4
NONACCOUNTABLE CHANGE - TOTAL UNIT RECORD. . .. . . e 4 5-6
REVERSAL OF ADISPOSAL - DEBIT. . . . . . . . . . o v vt 26 ... 7-8
DEBITS - RECEIPTS A\D | NVENTCRY ADJUSTMENTS. . . . . ... 21-2T D29 .. 9-10
DEBIT ADJUSTMENT - QUANTITY ANDPOR VALUE . , . . . '. . . . . . . . ... 28 11
REVERSAL OF ARECEIPT - CREDIT. . . . . . . . . . . . . i i 30. ... ... 12
CREDITS - DI SPOSALS AND | NVENTCRY ADJUSTMENTS. . . . . . . . . . . . .. 32, 34, 36-38. . . 13
RECORD MAINTENANCE AND REPAIR OCST. . . . . . . . . .. . ... .... 40 ... 14
?ECREASEIVAI IT:ENANCBANDREPAI RCOST. . . . ... . . . 41 .. 15
DELETEHASTERRECORD. . . . ... .. e 9 ... .. 16



11.

*THESE FI ELDS " MUST CONTAIN VALI D DATA

FI ELD NAME
AREA CODE
ACCOUNT CODE
TRANSACTI ON CODE
DESCRI PTI ON  CCDE
LI FE EXPECTANCY YEARS ,
FEDERAL CROUP AND CLASS
| NDEX NUMBER
SQURCE CCDE
| NVENTCRY FREQUENCY CODE
SUB-GBJECT  CODE

DESCRI PTI ON

CARD PUNCHING OR VERIFYING | NSTRUCTI ONS
ESTABLI SH MASTER RECORD

CCDE 10

CARD COLUWNS
|-2
3
4-5
6-8
9-10

11-14
24-29
30
31
32-33

34-77

"CONTROL _FI ELDS

SPECI AL
VALI D- AREA CODE

| NSTRUCTI ONS

NUMERI C 1
MUST BE CODE 10

VALID NUMBERS - CANNOT BE ALL ZERCS

VALID NUVBERS - CANNOT BE ALL ZEROS

VALID NUMVBERS - CANNOT BE ALL ZERCS

VALI D | NDEX NUMBER

ONE OF THE FOLLOWNG CODES: 1-6, A-F, S, J, X QR L
NUVERIC 1 CR 3 |

CARD COLUW 32 MJST BE NUMERS | -9, CARD COLUW
33 MUST BE NUMBERS [-9 OR ALPHA A-Z

VALI D CHARACTERS, 1ST PCSITION MUST BE A-Z.



CARD PUNCHI NG OR VERI FYI NG | NSTRUCTI ONS
CHANGE MASTER RECORD

b CCDE 11
FIELD NAME CARD COLUWNS
1. AREA CODE + - | -2
2. ACCOUNT CCDE * 3
3. TRANSACTI ON CODE * 4-5
4. DESCRI PTI ON CCDE : 6-8
5. LIFE EXPECTANCY YEARS 9-10
6, FEDERAL GROUP AND CLASS 11-14
7. | NDEX NUMBER * 24-29
da.  SOURCE CCDE 30
9. I NVENTORY FREQUENCY CODE 31
10.  SUB- GBJECT CCDE . 32-33
11, DESCRI PTI ON 34-T77

*THESE FI ELDS MJUST CONTAIN VALID DATA. "CONTRQAEILFI DS

SPECI AL | NSTRUCTI ONS

VALI D AREA CCDE

NUMERI C |

MUST BE CODE 11

BLANK OR VALID NUMBERS. CANNOT BE ALL ZERGS
BLANK OR VALID NUMBERS, CANNOT BE ALL ZERCS
BLANK OR VALID NUMBERS. CANNOT BE ALL ZERCS
VALI D | NDEX NUMBER

BLANK OR ONE OF THE FOLLON'NG CODES: | -6, A-F
S J, KRL

BLANK R NUMERIC 1 OR 3

BLANK OR DATA. | F DATA CC 32 MUST BE NUMBERS |-9
AND CC 33 NUMBERS, -9 OR ALPHA A-Z.

BLANK CR VALI D CHARACTERS. |F CHARACTERS, 1ST.
PCSI TION MUST BE A-Z,



8.

10.

11,

FIEtD NAME
AREA CODE
ACCOUNT CODE
PROCESSI NG  CCDE
| NDEX NUVBER
QUANTI TY
ACQUI SI TI'ON VALUE
REPLACEMENT  COST

CUSTCDI AL LOCATI ON
SUB-ACTIVITY CCDE
PROQJECT CODE

MANUFACTURER SERIAL NO

CARD PUNCHING OR VER FYI'NG | NSTRUCTI ONS

NONACCOUNTABLE  CHANGE
PART OF MULTIPLY UN'T RECORD.

CODE 13
CARD COLUMNS SPECIAL | NSTRUCTI QNS

|-2 VALI D AREA CODE
3 NUMERI C 1

4-5 MUST BE CODE 13

24-29 VALI D | NDEX NUMBER

30-33 NUMERI C 0001 - 9999

34-39 NUVER ¢ QQQ, Q4 - 999, 999

40- 45 NUMERI C Q0Q QQ1-999,999 OR “X' CC 40. IF "X' CC 66,

MUST ALSO BE "X".
46-48 VALI D NUMBERS (R P-L

49-50 BLANK, VALID NUMBERS CR ZERCS
51-54 BLANK OR VALID NUMBERS. |F NUMBERS -
MUST BE 8-9.
55-65 BLANK OR VALID CHARACTERS. |F CHARACTERS -

LEFT TO RI GHT.

1ST POSITI ON



"Fl ELD NAME
12.  FI SCAL YEAR OF REPLACENT

13, COST CENTER
14, COWPUTER CONTROL NO

*THESE FIELDS MUST CONTAIN VALI D DATA.

CARD COLUWNS
66- 67

68-70
77-80

SPECI AL | NSTRUCTI ONS

BLANK, VALID NUMBERS, ZEROS CR "X' CC 66.
CC 40 MUST ALSO BE "X".

BLANK OR VALID NUMBERS
VALI D - NUMBERS

| F n XII



10.

11.

FIELD NAME
AREA CODE
ACCOUNT CODE
PROCESSI NG  CCDE
VOUCHER NUMBER
PURCHASE CRDER NUMBER

| NDEXNUMBER
REPLACEMENT  CoST

CUSTODI AL LOCATI ON
SUB- ACTI VI TY CODE
PROJECT CCDE

MANUFACTURER SERIAL NO

CARD PUNCHI NG OR VERI FYI NG | NSTRUCTI ONS
NONACCOUNTABLE  CHANGE
TOTAL UN'T RECORD

CCDE 14

CARD COLUWNS
* -2
3
4-5
6-13
14-23

24-29
40- 45

46- 48
49-50
51-54

55-65

SPECI AL | NSTRUCTI ONS
VALI D AREA CODE

NUMER! C 1

MUST BE CODE 14

BLANK OR VALID NUMBERS

BLANK OR VALID CHARACTERS, CHARACTERS PUNCH
LEFT TO R GHT.

VALI D | NDEX NUMBER

BLANK, VALID NUMBERS CR “X" "CC40. [|F "X
CC 66 MUST BE "X'.

BLANK, VALID NUMBERS CR P-L
BLANK, VALI D NUMBERS OR ZERCS

BLANK, VALID NUMBERS OR "X cc 51. |F NUMBERS 1ST
PCSI TION MUST BE 0-9.

BLANK, VALID CHARACTERS OR “X” CC 55. CHARACTERS
PUNCH LEFT TO RI GHT.



12,

13.

14.

* THESE FI ELDS MJST CONTAIN VAL| D DATA

FIELD NAVE
FI SCAL YEAR OF REPLACEMENT

COST CENTER
COWPUTER CONTROL NO

CARD COLUWNS

66- 67

68- 70

77-80

" CONTROL

SPECI AL | NSTRUCTI ONS

BLANK VALI D NUMBERS, ZERCS R "X' CC 66.
CC 40 MUST BE "X".

BLANK, VALID NUMBERS (R "X' CC 68.
VALI D NUMBERS

FI ELDS"

IF "X



FLELD NAVE
AREA OCDE
ACCONT  OCDE
PROCESSI NG CCDE
VOUCHER NUMBER
PURCHASE CRDER NUMVBER |,

| NDEX NUMBER
QUANTI TY

ACQUI SI TI ON VALUE
REPLACEMENT  COST
CUSTODI AL | | &CATI ON
SUB- ACTI VI TY CODE -
PROJECT CCDE

CARD PUNCHING OR VERI FYING | NSTRUCTI ONS

REVERSAL OF A DI SPCSAL -

CODE 20
CARD COLUWNS
* -2
* 3
- 4-5
* 6-13
14-23
* 24-209
* 30- 33
* 34- 39
* 40- 45
* 46-48
- 49- 50
51- 54

"DEBIT"

SPECI AL _| NSTRUCTI ONS
VALID ' AREA CODE
NUMERI C 1
MUST BE CODE 20
VALID NUVBERS

BLANK OR VALID CHARACTERS. CHARACTERS PUNCH
LEFT TO RIGHT

VALI D | NDEX NUMBER
NUMER C  0001- 9999

NUMERI C 000, 001- 999, 999

VALI D NUMBERS OR "X' CC 40. IF "X" CC 66 MUST BE ":
VALI D NUMBERS CR P-L

VALI D NUMBER OR ZERCS

BLANK OR VALI D NUMBERS. |F NUMBERS - 1ST PGCSI TI ON
MUST BE 0-9.



FIELD NAME CARD COLUWNS
13, MANUFACTURER SERIAL NO 55- 65
14, FISCAL YEAR OF REPLACEMENT ¥ 66- 67
15.  QOST CENTER 68-70

*THESE FIELDS MJUST CONTAIN VALID DATA.' "CONTROL FIELDS"

SPECI AL | NSTRUCTI ON

BLANK OR VALI D CHARACTERS. CHARACTERS PUNCH

LEFT TO R GHT

VALI D NUMBERS, ZERCS R "X' CC 66.
MJST BE "X .

BLANK CR VALID NUMBERS

IF "X

CC 40



11,
12.

FLELD NAME
AREA CODE

ACCOUNT  CODE
PROCESSI NG OCDE
VOUCHER NUMBER
PURCHASE ORDER NO.

| NDEX NUMBER

QUANTI TY  *

ACQU SI TION VAVE

REPI ACEMENT  COST
CUSTCDI AL LOCATI ON
SUB- ACTI VXTY CCDE .
PROJECT OCDE

CARD PUNCH NG OR VERI FYI NG | NSTRUCTI ONS
RECEI PTS & | NVENTORY ADJUSTMENT

DEBITS -

CCDES- 21-27 AND 29

CARD COLUMNS
| - 2
3
4-5
6-13
14-23

24-29
30- 33
34-39
40- 45

46- 40
49-50
51-54

SPECI AL | NSTRUCTI ONS

VALI D AREA CCDE

NUMERI C 1

VALID CODE - 21-27 OR 29
VALI D NUMBERS

BLANK OR VALI D CHARACTERS, CHARACTERS PUNCH
LEFT TO R GHT

VALI'D I NDEX NUMBER

NUMER C  0001- 9999

NUMERI C OQ0, 001- 999, 999

BLANK or “x* cc 40. |F "X" CC 66 MUST BE "X".
VALID NUMBERS R P-L

VALID NUMBERS CR ZEROS

BLANK OR VALID NUMBERS. |F NUMBERS - 1ST POSITION
MUST BE 0-9.



13.

14.

15.
16.

*THESE FI ELDS MUST CONTAIN VALI D DATA

FIELD NAME
MANUFACTURER SERIAL NO.

FI SCAL YEAR OF REPLACEMENT

COST CENTER
FI SCAL YEAR ESTI MATE

CARD COLUWNS
55-65

66- 67
68- 70

73

" CONTROL FI ELDS'

SPECI AL | NSTRUCTI ONS

BLANK OR VALID CHARACTERS. CHARACTERS PUNCH
LEFT TO R GHT.

BLANK, VALID NUMBERS QR "X" CC 66. |F NUMBERS CC 73
MIST BE "1". IF "X* CC 40 MUST BE "X".

BLANK CR VA& D NUMBERS

BLANK R NUMERIC 1. |F NUMERIC 1 CC 66-67 MJST
BE VALID NUMBERS.



FLELD NAVE
1. AREA CODE

2. ACOOUNT CODE

3. PROCESSING CODE

4, VOUCHER NUVBER

5. PURCHASEORDERNUVBER

6. | NDEX NUMBER

1. QUANTXZY

8. ACQUI SITION VALUE
CUSTCDI AL LOCATI ON
COVPUTER CONTROL NUMBER

*THESE FIELDS MUST CONTAIN VALID DATA.

CARD PUNCHING CR VERIFYING | NSTRUCTI ONS
DEBI T ADJUSTMENT - QUANTITY AND/ OR VALUE

*

CCDE 28

CARD COLUMNS

-2 1
3
4-5
6- 13
14-23

24-29
30- 33
34-39
46- 48
77-80

"CONTROL FI ELDS"

. SPECI AL | NSTRUCTI ONS
VALI D ARE4 CODE

NUMERI C 1
MJST BE CODE 28
VALI D NUMBERS

BLANK OR VALI D, CHARACTERS. VALI D CHARACTERS
PUNCH LEFT TO RI GHT.

VALI D | NDEX NUMBER

ZERCS OR NUMERIC Q001 -9999
ZERCS CR NUMERI C 000, 001-999, 999
VALI D NUMBERS R P-L

VALI D NUMBERS



FI ELD NAME
1. AREA CODE
2. ACCOUNT CODE
3, PROCESSI NG CODE
4, | NDEX NUMBER
5. QUANTITY
6,  ACQUISI TION VALUE
1. CUSTODI AL LOCATI ON
8.  COWMPUTER CONTRCL NUMBER

*THESE FI ELDS “YBT CONTAIN VALID DATA. "CONTROL FI ELDS'

CARD PUNCH NG OR VERI FYI'NG I NSTRUCTI ONS
REVERSAL OF A RECEIPT - CREDIT

*

CODE 30

CARD COLUWNS

|-2

3

4-5
24-29
30-33
34-39
46- 48
77-80

SPECI AL 1 NSTRUCTI ONS
VALI D AREA CODE

NUMERI C 1

MUST BE CCDE 30

VALI D | NDEX NUMBER
NUMERI C 0001- 9999

NUMERI C 000, 001- 999, 999

VALID NUMBERS OR P-L

VALI D NUMBERS



CARD PUNCHI NG OR VERI FYI'NG | NSTRUCTI ONS
CREDITS - DI SPOSALS & NVENTORY ADJUSTMENT
CODES 32, 34, 36, 37 AND 38

Fl ELD NAME CARD COLUMS SPECI AL | NSTRUCTI ONS
1. AREA CODE * c -2 VALI D AREA CODE
2. ACCOUNT CODE * 9 NUMER C 1
3. PROCESSING CCDE * 4-5. VALID CODE: 32, 34, 36-38
4 VOUCHER NUMBER * 6-13 VALI D NUMBERS
5 I NDEX NUMBER * 24-29 VALI D | NDEX NUMBER
66 QUANTI TY * 30-33 NUMERI C 0001- 9999
7, ACQU SITION VALUE * 34-39 NUMVER C 000, 001- 999, 999
8.  CUSTCDIAL LOCATI ON * 46- 48 VALI D NUMBERS (R P-L
‘9, COMPUTER CONTRCL NUMBER * 77-80 VALI D NUMBERS

*THESE FI ELDS MJST CONTAIN VALID DATA. "QONTRQL FI El DS



CARD PUNCH NG OR VERI FYI NG | NSTRUCTI ONS
RECORD MAI NTENANCE & REPAIR COST

OCDE 40

FLELD NAME CARD COLUMNS
AREA CODE * 1-2.
ACCOUNT OCDE * 3
PROCESSI NG OCDE * 4-5
| NDEX NUMBER * 24-29
TI MES REPAI RED * . 30-33
REPAIR COST * 34- 39
CUSTODI AL LOCATI ON * 46- 40
COVPUTER CONTROL NUMBER * 77-80

THESE FIELDS ~ MUST CONTAIN VALID DATA, "CONTROL FIELDS"

SPECI AL | NSTRUCTI ONS
VALID AREA CCDE
NUMERI C 1
MJUST BE CCDE 40
VALI'D | NDEX NUMBER
NUMERI C 0001 - 9999
NUMVER C 000, 001- 999, 999
VALI D NUMBERS R P-L
VALI D NUMBERS




CARD PUNCH NG OR VERI FYI NG | NSTRUCTI ONS
DECREASE MAI NTENANCE & REPAIR COST

FLELD NAME
1. AREA OODE *
2. ACOOUNT CCDE *
3. PROCESSING CCDE *
4. INDEX NUMBER o
5. TIMES REPAIRED *
6. REPAIR COST *

7. CUSTODI AL LOCATI ON
COVPUTER CONTROL NUMBER *

3

*THESE  FIELDS MJST CONTAIN VALID DATA

CODE 41.

CARD QOLUWNS
|-2
3
4-5
24-29
30-33
34-39
46- 48
77-00

CONTROL _FI ELDS"

SPECI AL [ NSTRUCTI ONS

VALI D AREA CCDE

NUMERI C 1

MUST BE CODE 41

VALI D | NDEX NUMBER
NUMERI C 0001 - 9999

NUMERI C 000, 001- 999, 999
VALI D NUMBERS OR P-L
VALI D NUMBERS



CARD PUNCHI NG OR VERI FYI NG | NSTRUCTI ONS
DELETE MASTER RECCRD

CCDE 99
FIELD NAME CARD COLUWNS SPECI AL | NSTRUCTI ONS
1. AREA CCDE * | -2 VALI D AREA CCDE
2. ACCOUNT CODE * -3 NUMERI C 1
3. PROCESSING CCDE * 4-5 MUST BE CODE 99
4. | NDEX NUMBER * 24-29 VALI D | NDEX NUMBER

*THESE FI ELDS MJUST CONTAIN VALID DATA. "QONTROL FIELDS'



CARD'

COLUWN DATA
46-48  CUSTODI AL LOCATION
49-50 SUB-ACTIVITY
51-54 PROJECT CODE
55-65 MANUFACTURER SERIAL NO
66-67 FI SCAL YEAR OF
REPLACEMENT

68- 70 COSTCENTER

73 FI SCAL YEAR ESTI MATE
77-80  COWUTER CONTROL NO

*CONTROL  FI ELDS

EDIT CHECK NO._ 1

VALI D NUMBERS CR P-L
BLANK
BLANK
BLANK
BLANK

BLANK
BLANK
VALI D NUMBERS

EDI T_CHECK NO,

CHECK FOR UNI'T RECORD

CHECK FOR UNI'T RECORD

REMARKS
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Exhibit 5-12-11

DEPARTMENT OF HEALTH & HUMAN SERVICES

Memorandum

(Area Contracting Ofice)
Property Adm nistrator Designation

(Name of Area ProperTy Adm nistrator)
Area Property Adm nistrator
Property Managenent Branch

This is your designation as the Property Admnistrator for Contract number
with the (Nanme of r|be/Contractor2 for (Type of Service)
for the period (Mnth/Day/Year) through (Mnth/Day/YeAr).

In this capacity, you are authorized to serve as the Contracting Oficer
Representative (OR). Specific responsibilities are to:

1. ENSURE that funds have been made available through the Project
Officer for the property requirenents:

2 . Review and recommend to Area Property Mnagement O ficer

approval ' of property within area approval authority for the
existing contract:

3. Adninister the contract requi renents relative to Governnent
Property;
4, Be an active participant in the Division of Acquisition

Management (DAM contract negotiating team On your own
initrative keep abreast of the latest current contracts
listing and establish au estinmated negotiation date with the

DAM Pre- Award Supervisor within 45 days of the expiration of
each contract:

5. Upon your approval the requests for equipnent not in the
current contract, will be forwarded to this office, the
contract will then be nodified by the DAM Contract
Adm ni stration Section;

6. For equi pment approval s necessary above OCAQ DPM authority you
will, provide a courtesy copy of the approval request to DAM

You wi 11 receive the follow ng documents under the normal DAM copy
distribution timeframes, and assistance fromthis office:

1. Receive a copy of the contract and all nodifications.

2. Receive a copy of the current contract |istings.
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Page 2 - Property Administrator, Name of Property Admnistrator &

Contract No) . o
3. Have access to the contract files located in the Division of
Acquisition Minagement. These files will not be removed from

the DAM

These specific responsibilities shall assure contractor and Indian Health
Service conpliance with Section 5-12.17, Indian Health Service Property
Management Manual .

In addition, you shall keep the Contracting Cfficer fully informed of any
difficulties encountered by you or the Contractor and potential problem
areas under this contract. A copy of all correspondence between you and
the Contractor shall be provided pronptly to the Contracting Officer

This designation does not authorize your to either verbally or in witing
to change, nodify, or otherwi se revise the contract terns, and conditions,

such as the scope of work to be perforned, the conpensation or period of
per f or mance.

The Contracting Officer is the only official authorized to conmit the

government to the acquisition of property. This conmtnment shall be based
on your review and approval .

Thi s designation supersedes any previous Property Admnistrator
designation letters issued for ‘this contract.

éghne of Contracting Oficer)
ntracting O ficer
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(Nane and Address of
|HS Area Office, Attn:
Property Adm nistrator)

Dear (Nanme of Property Admnistrator:}

This is to informyou that (Nane of Enployee) has been designated as the Property
Representative for (Name of Tribe/Contractor).

In this capacity, it is fully understood that the designated Property representative
will be responsible for:

1.

Serving as the liaison person relative to property Managanent for the
Contractor's staff;

Pro]y]! ding technical direction/assistance in property managenment to contractor’s
staff;

Review ng property requests to ensure validation of requirements as required by
contract provisions. Justification of property wll include as a mninum
basis of need, utilization consideration, and other supporting considerations;

Assuring all contractor property/equi pnent requests are properly prepared prior
to submssion to the Area Property Admnistrator;

Maintaining a suspense file on all property request and perforning necessary
fol | ow ups on any pending property requests;

Preparing and submtting Form HHS-565, "Report of Capitalized Non-Expendabl e

Equi pment” to -the Area Contracting Officer, when property is acquired/ purchased
under contract;

Assuring that-property is acquired only after receiving approval fromthe Area
Property Adm nistrator;

Interfacing with the Area Property Administrator and maintaining accountability
records of property utilized in the contract;

Conducting an annual physical inventory of Governnent property and materials. in
the possession of or under the control of the Contractor.

This designation remains in effect until termnated in witing by me or my successor.

Sincerely,

{Head of the Contractor \gencw®
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CONDITION CODES

Condition Code Brief Definition

Expanded Definition

|, Unused-good

2 Unused-fair

3 Unused-poor

4 Used-good

5 Used-fair

6 Used-poor

7 Repairs required-
g oo d

Unused property that is usable without repairs
and identical or interchangeable with new
items from normal Supply Sources.

Unused property that is usable without repairs,
but is deteriorated or damaged to the extent
that utility is somewhat impaired.

Unused property that is usable without repairs,
but is consider My deteriorated or damaged.

Enough utility remains to classify the property
better than salvage.

Used Property that is usable without repair and
most of its useful life remains.

Used property that is usable without repairs,
but is somewhat worn or deteriorated and may
soon require repairs.

Used property that may be used without re-
pairs, but is considerably worn or deteriorated
to the degree that remaining utility is limited or
major repairs will soon be required.

Required repairs are minor and should not

exceed 15 percent of original acquisition cost
or less.



Repairs required-

fair

Repairs required-

poor

Sal vage

Scrap

Exhi bit 5-12- KK

.Required repairs are considerable and are
estimated to range from 16 percent to 40 per-
cent of original acquisition cost

Required repairs are major because property
Is badly damaged, worn, or deteriorated, and
are estimted to range from 41 percent to 65

.percent of original acquisition cost

Property has some value in excess of its basic
material content, but repair or rehabtlitation to
use for the originally intended purpose is
clearly inpractical. Repair for any use woul d
exceed 65 percent of the original acquisition
Cost .

Material that has no value except for its basic
material content.



DEPARTMENT OF
HEALTH, AND HUMAN SERVICES

REPORT OF CAPITALIZED NONEXPENDABLE EQUIPMENT
NOTE: Complata this form In accordance with [nstructions on reverse sids of copy No. 6

5. NAME OF PERSON RESPONSIBLE FOR THIS REPORY

e .
6. TYPE OF REPORT

0 AcquisiTion—GOV, TITLED
O AcQUISITION—CONTR, TITLED

3. DATE

3, CONTRACT NUMBER

UMB No. Y99u-uusL
Expiration Date: 12/31/90

2, PUBLIC VOUCHER NO.

4, REPORT NO." | PAGE | NO.

NO. PAGES

7. NAME AND ADDRESS OF CONTRACTOR

*FOR GOV,
USE ONLY

TELEPHONE: AREA CODE NO. [ ANNUAL INVENTORY
1 sinaL INVENTORY -—— -
1 T8. OATE |
» V. ade Ak Ll &% e ave \CQ REC'D.
ITEM CRI N MFR MODEL OR MFR. SERIAL | UNIT ACQUISITION GOv. .
TEN OESCRIPTION & NSN L o PDEL | iriy casT 1D, NO, AUTH. | MO/YR ..
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19, AUTHENTICATION BY CONTRACTOR'S SUPERVISORY ACCOUNTING OFFICIAL

SIGNATU RE

DATE

NAME )

TITLE

REPRESENTATIVE

ACCEPTED BY AUTHORIZED GOVERNMENT

VUULRENK MU,

SIGNATURE AND TITLE

DATE

nro 03 (/I
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://C' DEPARTMENT OF HEALTH & HUMAN SERVICES Public Heath Service
\L" .Oklahoma City Area
U Indian Health Service
- 215 Dean A. McGee Street, NW
Room 409

Oklahoma City. Oklahoma 73102

Name and Address of
ribal Contractor Attn:
Property Representative)

Dear (Name of Property Representative):

This is to acknow edge recei pt and approval of the Mtor Vehicle
Fleet Plan that you Submtted on (Mnth/Day/ Year).

The plan, as submtted has provisions that ensure adequat e
protection and control of mtor vehicles, and provides for the

roper utilization, maintenance, protection, and record of use of
he  vehi cl es;

If in the future, you amend or change the FLeetPlan it nust be
submtted for evaluation and approval.

Sincerely,

Property Adm nistrator



Subpart 101-38.3—Official Use of
Government Motor Vehicles °

§101-38.300 Scope.

This subpart prescribes the require-
ments governing the use of Govern-
ment motor vehicles acquired for offi-
cial purposes.

§101-38.301 Authorized use.

Officers and employees of the Gov-
ernment shall use Government-owned
or -leased motor vehicles for official
purposes only. “Official purposes”
does not includé transportation of an
officer or employee between his or her
domicile and place of employment,
unless authorized under the provisions
of 31 U.S.C. 1344, or other applicable
law. A copy of any written approval

shall be maintained at the appropriate

level within the agency and a copy fur-
nished to GSA if the vehicle con-
cerned is provided through the Inter-

agency Fieet Management System.
Each agency should establish proce-
dures to monitor and control the use
of its vehicles at all times, Officers and
employees entrusted with motor vehi-
- cles are responsible for the proper
care, operation, maintenance, and pro-
tection of the vehicle. Any officer or
employee who uses or authorizes the
use of such vehicle for other than offi-
cial purposes is subject to a suspension
of at least 1 month or, up to and in-
cluding, removal by the head of the
agency (31 U.S.C. 1349.)
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§101-38.301-1 Contractors’ use.

Heads of agencies are responsible for
ensuring that the employees of con-
tractors and subcontractors use Gov-
ernment-owned or -leased motor vehi-
cles for official purposes only. (“Offi-
cial purposes” do not include transpor-
tation of a contractor's .employee be-
tween domicile and place of employ-
ment unless specifically provided for
under the terms of the contract; and
approved in writing by the contracting
officer or otherwise provided by law);
that employees of contractors and sub-
contractors authorized to use Govern-
ment motor vehicles use such vehicles
solely in the performance of the Gov-
ernment contract and. subcontract
thereunder; that such contractors and
subcontractors establish and enforce
suitable penalties for their employees
who use or authorize the use of such
vehicles for other than official pur-
poses; and that appropriate provision
is made for the assumption by the con-
tractor or subcontractor of any cost or
expense incident to use not related to
the performance of the contract with-
out the right of reimbursement from

. the Government for such cost or ex-

pense.

§ 101-38.301-2 Violations.

Whenever the Administrator of Gen-
eral Services becomes aware of any
violation of the provisions of §101-
38.301 or § 101-38.301-1 concerning
the unauthorized use of Government
motor vehicles, the Administrator,
GSA, shall report the violation to the
Head of the agency in which the vehi-
cle operator is employed, for further
investigation and appropriate discipli-
nary action under 31 U.S.C. 1349, or

where appropriate, referral to the At-

torney General for prosecution under
18 U.S.C. 641.



Subpart 101-38.5—Scheduled
-~ Maintenance .-
|1-38.500 Scope and applicability.
. This subpart prescribes agency re-
_ quirements and guidelines covering a
- Jmaintenance program for Govern-
: ment-owned motor vehicles, and is ap-
- plicable to all agency-owned motor ve-
hicles located in any State, Common-

~ wealth, territory, or possession of the
*. United States.

« §101-38.501 Agency requirements.

Each executive agency shall estab-
: lish a scheduled maintenance program

- for all of its Government-owned motor
" vehicles.

§101-38.502 Guidelines.

(a) A scheduled maintenance pro-
gram should include & recorded, sys-
- tematic procedure for the servicing
and inspection of motor vehicles to:

(1) Ensure their safe and economical
operating condition throughout the
periodof use;, - - -

(2) Meet established emission stand- -

's; and
) Meet warranty requirements.

+0) Agencies will ensure that all Gov-
ermment-owned, commercial! design
motor vehicles, model year 1976 and
later, have inspection and servicing,
including tune-ups, performed in ac-
.. cordance with the manufscturers’ rec-

. ommended schedules and specifica-
tions, or more frequently if local oper-
ating conditions require. Agencies
should continue to perform inspec-
tions and servicing of model year 1975
and earlier Government-owned, com-
mercial design motor vehicles in ac-
cordance with their established main-
tenance schedules and specifications.

(c) Proper maintenance ensures that
Government-owned vehicles—

(1) Operate in the most energy effi-
cient manner and

(2) Meet Federal and State emission
standards, including safe and proper
operation of the catalytic converter,
during their warranted life.
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§ 101-38.503

§ 101-38.503 Assistance to agencies.

GSA will make avaflable fleet man-
agement technicians, on g reimbursa-
ble basis, to assist agencies in estab-
lishing or - revising their scheduled

‘maintenance programs. Requests for

fleet management assistance shall’ be
submitted by owning agencies to the
General Services Administration,
ATTN: FBF, Washington, DC 204086,

Subpart 101-38.6—Reporting Motor
Vehicle Accidents

§ 101-38.600 Scope and applicability.

This subpart provides for the avail-
ability of certain standard forms for
use In reporting any accident involving
a Government-owned or leased motor
vehicle. Use of these forms is recom-
mended for all executive ‘agencies
owning or using motor vehicles that
are located within any State, Com-
monwealth, territory, or possession of
the United States.

§101-38.601 Accident reporting forms and
their use.

The standard forms available to all
executive agencies for use in reporting
motor vehicle accidents are listed
below. Accident reports perfaining to
agency-owned or -leased vehicles shall
be processed in accordance with appli-
cable agency directives. Accident re-
ports pertaining to Interagency Fleet
Management System vehicles shall be
processed in accordance with Subpart
101-39.4,

(a) Standard Form 91, Operator's
Report of Motor Vehicle Accident (see
§ 101-38.4901), should be completed at
the time and on the scene of the acef-
dent, insofar as possible, regardless of
the extent of injury or damage. A
Standard Form 91 should be carried at
all times in Government-owned and
leased motor vehicles. L

(b) Standard Form 91-A, Investiga-
tion Report of Motor Vehicle Accident
(see § 101-38.4901), should be complet-
ed by the person responsible for inves-
tigating an accident.

(c) Standard Form 94, Statement of
Witness (see § 101-38.4901), should be
carried at all times in Government-
owned and leased vehicles and should
be completed by persons who witness



an accident. Standard Form 94 has
been approved by the Office of Man-

agement and Budget under OMB con-
‘trol number 3090-0033. '

Subpart lOl-éB.?—-Transfer, Storage,
and Disposal of Motor Vehicles

§101-38.700 Scope and applicability.

This subpart prescribes guidelines
for the transfer, storage, and disposal
of Government-owned motor vehicles
and is applicable to all Government-
owned, -rented, and -leased motor ve-
hicles of an executive agency located
in any State, Commonwealth, terri-

tory or possession of the United
States.

(51 FR 11684, Apr. 4, 1986; 61 FR 15481,
Apr. 24, 19861 )

Government-owned, -rented, and -
jeased motor vehicles of an agency
should be stored so as to provide rea-
sonable protection from pilferage or
damage. In the interest of economy,
open storage should be used whenever.
practicable and feasible. The determi-
nation as to whether or not it is “prac-
ticable or feasible” to use open storage
space or a particular type of storage
space at a particular location must be
made by the agency after considering
the nature of program demands and
special requirements at that location.
All unatténded Government-owned or
Jeased motor vehicles should be
locked, unless they are stored or
parked in a closed building or enclo-
sure.

(51 ¥R 11684, Apr. 4, 1986; 51 FR 15481,
Apr. 24, 19861
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Subpart 101-38.9—Federal Motor
Vehicle Fleet Report

§101-38.900 Scope.

This subpart sets forth the responsi-
bility of all Federal agencies for devel-
oping policies and procedures for
maintaining and reporting inventory,
cost, and operating data on Govern-
ment-owned and -leased vehicles.

§101-38.901 General

From the data submitted by Federal
ggencies on Standard Form 82, Agency
Report of Motor Vehicle Data, GSA
will prepare and issue the “Federal
Motor Vehicle Fleet Report.” This
report is & summary of the data sub-
mitted by agencies and s used to
evaluate and analyze operations and
management of the Federal motor ve-
hicle fleet. GSA supplies copies of this
report to the Congress, Federal agen-
cies, and to other organizations upon
request. : '

§101-38.902 Records.

Each owning agency is responsible
for developing adequate accounting
and reporting procedures to ensure ac-
curate reporting of inventory, cost,
and operating data needed for the

management and control of motor ve-
hicles. :
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§101-38.903 Reporting of data.

(2) Federal agencies shall use Stand-
ard Form 82, Agency Report of Motor
Vehicle Data, to report vehicle inven-
tory, cost, and operating data to GSA.
Interagency Report Control Number
1102-GSA-AN has been assigned tc
this reporting requirement. (See § 101
38.4901.)

(b) The Standard Form 82 is divided
into three sections. Sections I and III
of the form are for reporting data re-
lating to agency-owned and -leased ve-
hicles and are to be completed by all
agencies. Section XI of the form is for
reporting data for large fleets of
agency-owned vehicles. Detalled in-

_structions for preparation of this form
are located on the reverse of the form.

(1) Each owning agency shall submit
& Standard Form 82 to GSA within 756
calendar days after the end of the
fiscal year, :

(2) Agencies shall report data for do-
mestic fleets and foreign fleets on sep-
arate Standard Forms 82.

(3) If any vehicles are loaned to an-
other executive agency during the re-
porting period, the owning agency
shall report all data pertinent to the
loaned vehicles.

(4) If accountability for a vehicle is
transferred from one owning agency
to another during the reporting
period, each agency shall report those
data appropriate to the period of time
during which it retained accountabil-
ity.
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end reagents other than controlled sub-

stances) described in the foregoing certifica-
tion in the manner and on the date stated

herein:
Witness . " date
;V—i-mess date

(e) Itemns mentioned parenthetically
in the statement contained in para-
graph (d) of this section which are not
applicable at the time of destruction
shall be deleted from the statement.
The signed certification and statement
of destruction shail be made a matier
of record and shall be retained in the
case files of the holding agency or
State agency. :

Subpart 101-45.10—Recovery of
Precious Metals

Sovurce: 53 FR 16123, May 5, 1988, unless
otherwise noted.

§101-45.1000 Scope of subpart.

This subpart prescribes the policy
and procedures for recovery of pre-
cious metals from articles of excess
and surplus personal property.

£ 101-45.1001 General.

GSA is responsible for the initiation
and development of Government-wide
precious metals recovery programs,
and for the issuance and administra-
tion" of applicable contracts, except
those issued and administered by DOD
for precious metals recovery and re-
finement operations. Situations will
occur where, in terms of economy, effi-
clency, and environmental quality, it is
in the best interest of the Government
_to recover precious metals from arti-
cles of excess and surplus personal
property instead of using other meth-
ods of disposal.. GSA will determine
when Government-wide recovery is ap-
propriate on the basis of an evaluation
of the supply-demand factor, the price
of the commuodity, the cost of recover-
ing the precious metal, and applicable

guidelines or regulations on pollution
control. -

§ 101-45.1002 Agency responsibilities.

Heads of executive agencies are re-
sponsible for establishing, maintain-
ing, and pursuing a program for recov-

§ 101-45.10072-2"

ery of precious metals. The provisions
of this § 101-45.1002 provide guidance
with respect to surveys, reporting re-
quirements, assignments of program

monitors, and internal sudits. Precious

- metals that may be designated for re-

covery include gold, silver, and metals
in the platinum family. Examples of
silver bearing scrap and waste include
used photographic fixing (hypo) solu-
tion, photographic and Xray film,
silver alloys, and dental scrap. Other
examples of precious metals bearing
materials include electronic scrap,
ADPE, welding and brazing wire, an-
nodes, and batteries. Certain strategic
and critical materials, lists of which
are issued from time to time as provid-
ed in § 101-14.106, may also be desig-
nated for recovery.

§ 101-45.1002-1 Precious metals recovery
surveys.

Each agency shall identify those ac-
tivities that generate silver or other
precious metals (including used hypo
solution, scrap film, and other pre-
cious metals bearing materials). Activi-
ties identified as generating precious
metals bearing materials shall be sur-
veyed to obtain information regarding
actual or potential precious metals re-
covery. Estimates of potential recovery
may be obtained tbrough use of test-
ing papers for hypo solution; various
charts, tables, and scales for scrap
film, assays of samples of precious
metals bearing materials; or other ac-
ceptable methods of estimating poten-
tial precious metals contents.

§ 101-45.1002-2 Agency reporting require-
ments. :

(2) Each agency shall submit a con-
solidated annual report (based on
fiscal year) containing information re-
garding precious metals recovery to
the Manager, Federal Precious Metals
Recovery Programs, General Services
Administration (¥), Washington, D(
20406. The consolidated report, Stand
ard FPorm 291, Report of Activitie
Generating Precious Metals (inte
agency report control number 152!
GSA-A), shall be submitted within -
calendar days after the end of t
fiscal year. Agency requests for
waiver to the annual reporting

69
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§ 101-45.1002-3

quirement shall be submitted to the
ebove GSA program manager for ap-
proval.

(b) Section 101-45.4901-2921 {lius-
trates Standard Form 291, Report of
Activities Generating Precious Metals.
The report provides. for specific infor-
mation regarding the types of silver
- and other precious metals bearing ma-
terials processed or generated. The
report requires information to be sub-
mitted as to the potential amount of
precious metals to be recovered from
the precious metals bearing material
as well as the actual amount of pre-
cious metals recovered. Significant dif-
ferences between the potential and
actual amount of precious metals re-
covered shall be explained on Stand-
ard. Form 291. When reporting esti-
mated savings use either: the market
value on the date of the transaction
for material delivered to the DOD
system; or amount of proceeds when
material is sold under contract. Al
sales should be identified by contract
number, Market value determination
sh:euld be identified by source and
date. ,

§101-45.1002-3 Precious metals recovery
program monitor.

Each agency should designate an in-
dividual to monitor its precious metals
recovery program. Responsibilities of
the precious metals monitor should in-
clude conducting and coordinating sur-
veys, implementing and improving re-
covery procedures; monitoring the
agency's recovery program: and sub-
mitting the consolidated annual report
to GSA. :

§ 101-45.1002—4 Internal audits. .

Each agency should require periodic
internal audits of its precious metals
recovery program. The internal audits
should be of such frequency and scope
as to provide for proper control over
the recovery, storage, and disposition
of precious metals bearing materials.
Primary elements for review should
include document control and record
maintenance; storage facilities and se-
curity controls; methods of recovery
and equipment operation; and proce-

dures for recovering precious metals

through service contracts or disposal
through sales contracts.

§101-45.1003 Recovery of silver from pre.
cious metals bearing materials.” .-

(a) EBEach agency should recover
silver regardless of the quantity of
used hypo solution or scrap film gen-
erated. Installations of & silver recov-
ery unit consistent with the quantity
of used hypo solution generated or
storage of used hypo solution or scrap
film until a processible quantity is ob-
tained are two alternatives. If an activ-
ity generates small quantities of hypo
solution and tests show that there is g
minimal amount of sflver per gallon of
solution, arrangements should be
made, to the extent feasible, with an-
other activity in the area which is
using a recovery unit to receive and
process the hypo solution. When the
actual amount of silver recovered is
substantially less than the estimated
amount potentially recoverable, agen-
cies should fully document the reason
for the substantial difference.

(b) When recovery by an agency is

- not economically feasible and consoli-

dation with other activities is not prac-
tical, the regional GSA Federal Supply

. Service Bureau serving the area or the

Defense Logistics Agency (DIL.A) (in
accordance with § 101-45.1004) should
be contacted for assistance. If it is de-
termined that silver recovery cannot
be accomplished economically by Gov-
ernment-owned equipment or by =2
commercial recovery contractor, the
hypo solution, scrap film, or other
silver bearing materials should be dis-
posed of in accordance with Part 101-
45 jn an environmentally acceptable
manner.

§101-45.1003-1 Guidelines for the recov
ery of silver from used hypo solutio:
and scrap film.

The basic factors that determine th
potential quantity of recoverable siive
are: The amount of used hypo solutio:
or scrap film generated; the amour
and type of film processed; and th
physical layout and available recover
equipment of the photographic facil
ty. Since these factors may vary ¢
each facility, a single method of reco
ery cannot be prescribed.
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‘01—45.10'05-2 ‘Recovery of silver from
used hypo solution. )

Used hypo solution should be proc-
;sed to recover the maximum amount
[ siiver from the solution, consistent
ith overall economic feasibility and
nvironmental considerations. Recov-
ry can be effected either by Govern-
aent-owned equipment or through use
f commercial recovery contracts. Var-
ous types and sizes of equipment
1sing metallic replacement or electro-
iytic methods of recovery are available
which permit economic silver recovery

from both large and small quantities

of used hypo solution.

§ 101-45.1003-3 Recovery of silver from
scrap film.

Scrap film, the silver content of
which varies according to the type of
film and the degree of exposure, is a
major source of recovered silver. One
method of recovering silver from scrap
film is by burning the film in specially
designed and approved incinerators.
The burning reduces the film to high
content silver bearing ash which can
be economically processed to produce
fine silver. Recovery onsite by con-
trolled burning should only be accom-
plished at those activities or installa-
tions where approved facilities exist
and the local code on burning permits
it. A common alternative method of
recovery is through periodic disposal
of accumulated scrap film by sale in
accordance with Part 101-45.

§101-45.1004 Recovery and use of pre-
cious metals through the DOD Pre-
cious Metals Recovery Program.

Civil agencies may use the DOD Pre-
cious Metals Recovery Program 2as pre-
scribed in § 101-45.1004.

§ 101-45.1004-1 Civil agency participation
in the DOD Precious Metals Recovery
Program.

(a2) Civil Agencies wishing to partici-
pate in the DOD precious metals re-
covery system should contact the
Manager, DOD Precious Metals Re-
covery Program, Attention: DLA-SMP,
Cameron Station, Alexandria, VA
22314, for further information regard-
ing the following plans:

(1) Plan I. An appraisal or survey of
the agency’s precious metals recovery

§ 101-45.1004-2

potential and a’ recommendation es to
appropriate recovery techniques and
equipment; .

2) Plt_m II. DL.A acceptance of pho-
togrz_zphxc wastes, excess, and other
precious metals bearing materials at
Defgnse Reutilization and Marketing
Qéfxces (DRMO's) or other disposition
sites; .

(3) Plan IIl. Disposition and ship-

ping instructions for recovered pre-

cious metals bearing materials not au-
thorized for acceptance at local
DRMO’s;

(4) Plan IV. Assistance and recom-
mendations as needed in the adminis-
tration and operation of the agency’s
precious metals recovery program in-
cluding an appraisal or survey of re-
covery potential; the furnishing of re-
covery and other supporting equip-
ment; and the prescribing of proce-
dures for the security and disposition
of precious metals bearing materials.
This plan will, in most cases, require a
formal Memorandum of Understand-
ing between DLA and the participat-
ing agency.

(b) Services addressed in the above
plans will be provided to the extent
that DLA resources permit.

(¢) DLA will provide recovered fine -
precious metals to participating agen-
cies (those generating precious metals
bearing scrap for the DOD Precious
Metals Recovery Program) for use as
Government Furnished Materials
(GFM) or other authorized internal

uses in accordance with § 101-45.1004~
2.

§ 101-45.1004-2 Use of DOD-recovered .
fine precious metals.

To determine the need for recovered
fine precious metals as GFM to reduce
new procurement costs, each agency
shall review procurements for which
fine precious metals will be required
by a contractor. Each.agency having
requirements for recovered fine pre-
cious metals as GFM or for other au-
thorized internal uses should submit a
request to the Commander, Defense
Industrial Supply Center (DISC), At-
tention: DISC-OIBA/YC, 700 Robbins
Avenue, Philadelphia, Pennsylvania
19111-5096. Recovered fine precious
metals will be provided to agencies for
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use as GFM or for other authorized in-
ternal uses on & “as-needed-when-
available” basis. There is a nominal
charge for the recovered fine precious
metals. Normally, the amount of re-
covered fine precious metals author-
ized for issue to individual civil agen-
cies will not be restricted, except in
those instances when the precious
metals involved are not avallable in
sufficient quantities to satisfy all re-
quirements. No minimum ordering
quantity is prescribed. Requiring ac-
tivities should contact DISC to assure
asset availability prior to the requisi-
tioning of any quantity of precious
metal other than silver. Advance in-
quiries for silver should be made only
when requirements exceed 5,000 troy
ounces.

41 CFR Ch. 101 (7-1-89 Edition) .



